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Vendor Line Item Display Report FBL1N

FBL1N can be used to display all transactions to a particular vendor.
Selection for an agency without limiting the vendor selection causes the
report to run very slowly. Vendor selection is recommended.

Menu Edit Favorites Extras System Help

BldH @0 DHEB Do Al
SAP Easy Access AASIS MENU
BE & BB 2| v

[ [ Favorites
< 5 SAP menu
[ [ Office
> 1 Logistics
= {4 Accounting
=7 {3 Financial Accounting
[ 1 General Ledger
[> [ Accounts Receivable
= = Accounts Payable
> 1 Document entry
[ 1 Document
= =3 Account
) FK10M - Display balances

I[+1[>]

) F-44 - Clear
> (3 Correspondence r
[ e T D S S
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Selecting the Report
Select the vendor/s that you wish to view.

1. In this example, the multiple selection feature was used to pull in more
than one vendor.

2. Type in the vendors that you wish to display.
3. Click the “Execute” icon.
Scroll down to continue the selection process.

ajq H I C@@ SHRB 8DLN EE @

Vendor Line Item Display
@ [ ]E{ Data Sources

Vendor selection
Yendor account to

lefe]

Company code to

Selection u
Search he
Search st ©® Singlevals | ©@ Ranges h @ Single vals k @© Ranges |
Complex
| 0.|8ingle value |
Line item s 100000285
Status 100000308 (&
® Ope
Open &
D Cles
Clearir J B
Open L E
[« ]] [ I[4][+]
3 it

|<—||T||—- | 2| i} Multiple selection.. @ A ®
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In the “Line item selection” area, the report can be run to display just Open
items, just Cleared items or All items. You must select “cleared” and “all”
items by date.

4. Choose Normal items and Parked items.
5. Click the “dynamic selection” icon to specify your business area.

Program Edit Goto Sys Help

B A @ BHE Sanan BE
Vendor Line Item Display
Zr [ ]& Data Sources

=N

Line item se 6
Status
() Open flems

Open at key date

() Cleared items

Clearing date to

Cpen at key date

@ All items
Posting date B1/01/2006

Type
e . 4
Normal items

[] Special G/L transactions
< [IMoted items

Parked items

[] Customer items

_

o  03/10/20063)

6. Enter your business area and make any other desired selections.
Press the enter key on your keyboard.

7. The report now shows one dynamic selection active.

8. Execute to continue.

Program Edit Goto System Help

340 @ SHE D00 RE @m
Vendor Line ltem Display
b [ 12 1 active Data Sources

'\ Assignment

7 o Document Mumber
[ Posting Date
8 Document Date
Currency
Jmber

Document type 6
Business Area 610

B P
Fayment method

ayee

KR
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Viewing the Report

A document type of “KR” indicates that the invoice was created from FB60.
Document type “RE” indicates that the invoice was created from MIRO.

You can locate errors where document type “KR” (FB60) was used to pay for
goods/services that were purchased on a purchase order. For example, while
investigating, you notice that a vendor invoice for $78,000.00 was posted with
Document type “KR” (FB60). You know that invoice should have been posted
for by the transaction (MIRO) because the purchase was done through the
procurement process.

This report also has drill-down capability.

2l H Qe DHB a0 DR @
Vendor Line Item Display
4 r M| 2 3 BEE Fa Y Ees (B HE M| B sewctons Dispute Case

status! B open O Parked @ Clearad
Due date: Overdus Ly Due @ Not dus
Vendor 1ooene1ze
Campany Code ARE
Mame Cushy Tushy 0ffice Furniture
City ASHEVMILLE
St|Assignment Documentio | Type Doc. .Date |S(pD|Amount 1n Tocal cur.|LCurr|Glrng doc | Text
7 @|0e510091732007 51000178 |RE 87/27 /2006 | 3,811.10- |USD
] E|00510001802007 1000180 |RE ar/ariao0e = 3,.811.10- |usp
1 B [0851 6021802007 510001381 RE B7 /27 F2006 4.‘]‘* 3,811,718 jUsD Return Desk Tor Credit
] B |Hiro 272 51000173 RE a7 /27 12006 il 187 .56- |USD
- 3,818 60-UsD
| @ 0851 0081672007 51080167 RE B7 /252006 322 50- |USD TEOEOOGT 24
1 &|o0510081682007 51000168 |RE OF /252006 338 63-|USD | FOO000B124
1 @ | Toooonet z4zenv Tonaonaiz4 | Zp O7/26/ 2005 B51.13 |USD  |ToD@OoBolz4
L - o.0e jush
** fccount 180000128 2,018.60- |UsD




Accounts Payable Basics Invoice Verification Process
Reporting Handbook
AP Reporting
Double-click a line to view the document that created the line.

Click the down arrow to view the document that created the next line.

Document  Edit

Goto

wironment

tras ] Help
pjldH I C@a I BRR ODO8IEREI@
Display Document: Line item 001 Doc. # 51000178

2 E L v a 3 & Moredata withhalding tax data

fendor! 100000120 Cushy Tushy Office Furniture GiLAce 2110001000
Company Code ARK 900, Ergonormic Avenue

State of Arkansas ASHEWVILLE Doc. no. 51000178
Line Itern 1 f Irveoice [ 31

Amount 3,811 .10 usD

Tax code F1

Wiax hase 0.08 USD  Witaxexermpt 3,811.18 W Tax Code 0O
Additional details

Bus. Area el R fe]

Disc. base 3,811 .18 USD  Disc.amount  ©.80 usD
Faytterms NT15 Days/percent 15 0,088 % 0  0.000 % @
Bline date 0742712086 Fixed

Pmnt block Invoice ref. ! i a
FPayment cur.

Prnt Method W Pmt meth.supl.

Fayment Ref.

Assighment 004510001722007

Document  Edit

ajdH CEe  SHE A tan HEEI®
|E) i = |

Display Document: Line item 001 Doc. # 51000180

D 2w A & & Moredata Withhalding tax data

100008120 Cushy Tushy Office Furniture GIL Acc 2110081000

Company Code ARK 900 W, Ergonarnic Avenue /
State of Arkansas ASHEWILLE Doc. no. 51000180

Line Item 1/ Invoice £ 31

Amount 3,811.10 UsD

Tax code F1

Witax base 0.0 UsD  Wiaxexernpt 3,811.10 Wi Tax Code 0O
Additional details

Bus. Area AE1a

Disc. hase 3,811.10 USD Disc.amount  B.00 USD
Paytterms NT15 Days/percent 15 0,000 % @  0.000 %O
Bline date B7 /2712006 Fixed

Pmnt block Invaice ref. ! i
Fayment cur.

Pt Method W Pt meth.supl.

Fayment Ref.

Assignment 00510001802007

You can keep clicking the down arrow until you have viewed all the
documents.
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ZWARR_DETAIL-Detailed Warrant/ Cash Based Line Item Report

Menu  Edit F

Help
B HICEe SHE HDhoan
SAP Easy Access AASIS MENU
BE| | E |

I Favorites
< 3 8AP menu
I (7 office
I (] Logistics
B [ Accounting
> ([ Human Resources

B (1 Information Systems
= 4 Special Transactions & Reports (State of Arkansas)
B (1 Materials Management
< Financial Accounting
b ] General Ledger
I [ Accounts Receivanle
< {3 Accounts Payable
< 3 Reporting
@ ZPOYP - Purchase Order Vendor Payment Report
@ ZWARR_DETAIL - Detailed Warrant /Cash Based Line ltem Report

This is the report to run to see cash based expenditures. This means that the
expenditures are counted when the check is written or the warrant is cut or
the money is transferred.

As well as being a line item list of expenditures for budget, this report can also
be used to list payments to vendors.

Selecting the Report

This report has many selection options. The minimum amount of information
to be entered for a report is business area and cash date range. Use the
other fields to narrow the report selections down as desired.

Warrant Section:

Select by Agency, Payment method, Fiscal Year, Warrant Number,
Encashment date (date the warrant was cashed) and Cash Date (the date of
payment), or Void Date (the date the warrant was voided).

Frogram Edit Goto  Systern Help

@ @@ DHE DDOa8 AR
CASH based info system Line item report

® [
Selection
Warrant
Agency a71e to
FPayment method W ta
Fiscal Year 2006 to
WWarrant to
Encashrment date to
Cash date o7 /e1/2008 to 12431712008
Woid Date to
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Document section:

Select by Document type, Reference, Source Document, Payment number,
Document date, Posting date, or Assignment.

Docurment
Document type RE to
FReference to
Source Document to
Fayment to
Document date to
Posting date o
Assignment fo
Line section:

Select by Fund, Funds Center, Commitment item, GL account, Cost center,
WBS element, or Internal order.

Line
Fund PUP20AA tn =
Funds Center to
Commitment iterm to H
GIL account to
Cost center 417813 to =
WBS to
Internal arder to H

Other section:
Select by Run ID, Vendor, Vendor city, or Vendor name.

Other
Fun IO to
Yendor to
Wendaor city to

Yendar narme o
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Handling Voided Warrants section:

Select No void Warrants, Void and Normal Warrants together, or Only Voided
Warrants.

Handling Yoided Warrants

) Mo vaid Warrants
@ void and Mormal Warrants together
0 only Yoided Warrants

Processing Options section:

Choose the output as desired—List, Table, Graphs, ABC analysis, Download,
Save with ID, STANDARD, Word Processing, or Excel.

Processing Options
List
' Tahle @ STAMDARD
I Graphs [_yord Processing

'ABC analysis I Excel
| Diawenlaad
| Save with 1D

When the desired selections have been made, click the Execute button.

Program  Edit Goto  Systerm  Help

B dH ae@ BEE
CASH based info system Line item report
D@ &

| | GiL account to

11



Accounts Payable Basics Invoice Verification Process
Reporting Handbook
AP Reporting

Viewing the Report

Edit

Goto Settings em Help

Bl B e@a@ Sl a0 on  BERE @m
CASH based info system Line item report
FaAF T B G BHETHTRN EEE A

FPayment methaod Yarrant Fiscal Year|Print Date Agency|Payment “Yendar Source document| Fund Funds Center Commp.mnﬂ_nmgmﬂw
il 610070846 2008|081 42008 0710 (7012715348 100071852 |51706954 PiWP2000| 896 SDQ:DDLE—U‘Mitem 003000
W G10106118 2008 |08/30/2005 0710 (7012808981 100024886 51716348 PiWP2000| 896 502:00:02 5050017000
W 610128284 2008|091 272005 0710 (7012879784 100092432 |51722514 PP 2000| 896 502:00:02 5050017000
W 610132758 2006|091 32005 (0710 (¥012887222|100089114 51723532 PP 2000| 896 502:00:02 5020003000
Wi 610139365 2006|091 872005 0710 (7012930732 |100006464 |51726103 PWP2000| 896 502:00:02 5080006000
Wi 610163410 2008 |09/2752005 0710 (7012968421 100006464 51732040 PWP2000| 896 502:00:02 5080006000
W 10167172 2008 |09/28/2008 0710 [7012975653 (100125175 |51732708 PiWP2000| 896 502:00:02 5080022000
W 610173465 2008 |10i0272005 0710 (7013017537 (100089114 |51734842 PiWP2000| 896 502:00:02 5020003000
W B10183425 2006 |10/06/2005 |O710 [FO13037924 100078451 51737848 PP 2000| 896 502:00:02 5080011000
W 610783425 2006 |10/06/2005 0710 [FO13037924 100078451 51737848 PP 2000| 896 502:00:02 5080022000
Wi 610210006 2008 |10/2002005 (0710 [Y013117620(100057250 |51746585 PWP2000| 896 502:00:02 1980160000
Wi 610223662 2008 |10/2742005 0710 [FO13176013 100006464 |51749768 PWP2000| 896 502:00:02 5080006000

Report lists Payment method, Warrant number, Fiscal Year, Posting Date,
Agency number Payment number, Vendor account number, Source
document number, Fund, Funds Center, Commitment Item, and GL Account.
Scroll over to view more fields.

C@e® DHE anon BE @B e
1e item report
TAT @0 EE

Yendor Mame Coc. type|Doc. date Fosting Date |2 Line Amt|Cost Center|WBS Element| Order
T CIMNGULAR WIRELESS LLC RE 071172005 |0811/2003 17466 417013 a7 108u01
TIMATIOMAL CITIZEMNS COALITION FOR MUR |RE 082972005 | 08/29/2005 595.00 417013 107 108u01
1| ARKAMNTAS ASSMN OF AREA AGEMNCIES RE 0970972005 | 094092005 B5.00 (417013 a7 108u01
T CIMNGULAR WIRELESS LBF RE 081172005 | 0941 272005 17636 417013 107 108u01
1|CORP EXPRESS RE 09/0172005 (0941 6/2005 3477 (417013 107109U01
1|CORP EXPRESS RE 09/06/2005 | 09/26/2005 2119 (417013 107 10au01
J|HUNT SARAS RE 097162005 (0942772005 800.00 417013 107109001
T CIMGULAR WIRELESS LBF RE 0972972005 |10/01/2005 24492 1417013 107 10au01
1 HAMPTOMN INM & SUITES RE 0971452005 [10/05/2005 1137.01 (417013 107109001
TIHAMPTOMN IMM & SUITES RE 0971472005 |10/05/2003 300.00 417013 a7 108u01
1| DELL MARKETIMNG L P RE 10/04/2005 |10/ 972005 BO0Z.01 417013 107 108u01
1|CORP EXPRESS RE 101752005 (1002772005 12.84 417013 107109001

You can view Vendor Name, Document type, Document date, Posting date,
Line amount, Cost Center, WBS Element, and Internal Order. More display
fields are available by clicking the layout button.

12
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You may select items from the hidden fields column and move them to the
displayed fields column to find more information.

Linet | Line2 | Line3 |

Line 1 Hidden fields

| [zolumn cantent Pos. |Len.. [ ][] | |cal content Lnath |||
Clearediopen iterms symb .1 2 [«] Asset 12 [«]
Assignment 2 |18 E‘ Amount in doc. curr, 20 E‘
Document Mumber 3 1a __| Document currency a L_|
Docurment type 4 i Azset Subnumber 4
Document Date 5 1n % Crder 12
Special GIL ind. G 1 Clearing date 10
Het due date syrmbol T 2 Posting key 2
Armount in local correney |8 2a @ Coc.status 1
Local Currency 4 5 Fosting Date 10
Clearing Document 1@ na Company Code 4
Tout 11 |50 E Line itern 3 |§|

[+] aluated armount 20 [+]

{Ling widh] 153 Y
List width 153

o copy (G ¥ B K

Example:

DHHS Accountants want to view voided warrants and the void reason code
for fund PWP5500 issued in the first half of FY 2006. They should make the
following selection:

Warrant
Agency or1a ta
Payrment methiod ] ta
Fiscal Year 2006 to
Warrant to
Encashment date to
Cash date o7/ a1/ 2005 to 1243172005
Woid Date to
Line
Fund PWPE50A

Funds Center
Commitment item
GIL account

Cost center

WHS

Internal order
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Handling Yoided Warrants

) Ma void Yiarrants

woid and Marmal Warrants together
@ Only Voided Warrants

Processing Options

List

() Tahle

I Graphs ard Processing
(ARG analysis () Excel

) Diownload
() Save with 1D

When the report was executed, AASIS returned the following display:

List Edit i s

& | alaH €@ DHE Doo0 BRI e
CASH based info system Line item report
@ AT F EEG BEEHT W0 S |

Payment method ¥Warrant Fiscal Year|Print Date Agency Payment endor Source document|{ Fund Funds Center| Commitment item| G/L Account |Yendor Name
W 10001218 2006 |07/06/2005 (0710 |7012476378 (100028708 |51692531 PWP&S00 (396 502:00:02 080022000 |MID SOUTH A
Wi B10004526 2006 |0710/2008 (0710 |7012522083 100029719 |51692873 PWP&S00 (396 502:00:02 5030005000 [HARDMAN L
Wi E100045827 2006 |0710/2008 (0710 |7012522084 100029719 |51692875 PWP&S00 (396 502:00:02 5030005000 [HARDMAN L
Wi 610008530 2006 |0712/2008 (0710 |7012534041 100029011 |51693378 PWP&S00 (396 502:00:02 5080022000 |JONESBORO
Wi 610008530 2006 |07A12/2008 (0710 |7012534041 100029011 |51693380 PWP&S00 (396 502:00:02 5080022000 |JONESBORO
Wi E10013029 2006|071 3/2008 (0710 |7012540030 100051518 |51694027 PWP&S00 (396 502:00:02 5080022000 |DETCO INDU
Wi E10024040 2006 |07/21/2008 (0710 |7012563602 |9990343 51696569 PWP&S00 (396 502:00:02 5080022000 |AR STATE PO
Wi E10033150 2006 |07/26/2008 (0710 |7012614070 100001605 |51698083 PWP&S00 (396 502:00:02 1930160000 | DAN COOKS
Wi E10033150 2006 |07/26/2008 (0710 |7012614070 100001605 |51698083 PWP&S00 (396 502:00:02 080016000 |DAN COOKS
Wi E10033150 2006 |07/26/2008 (0710 |7012614070 100001605 |51698083 PWP&S00 (396 502:00:02 5080030000 |DAN COOKS
Wi B10045258 2006 |07/31/2008 (0710 |7012633442 100029719 |51692874 PWP&S00 (396 502:00:02 5030005000 [HARDMAN L
Wi E10085830 2006 |08/23/2008 (0710 |7012778456 2017305 1000831072 PWP&S00 (396 502:00:02 050001000 |PAMELA A BO'
Wi B10094833 2006 |08/25/2005 (0710 |7012791616 (100041390 (51714411 PWP&S00 (396 502:00:02 5030005000 |FASTEMAL C
Wi 10228104 2006 |10/30/2005 (0710 |7013181553 | 9880281 51750505 PWP&S00 (396 502:00:02 5080018000 |DFAVEHICGLE
Wy B10231672 2006 |10431/2005 (0710 |7013186214 0990281 1000900800 PWPES00 | 306 502:00:02 5030013000 | DFAYEHICLE
Wy B10231672 2006 |10431/2005 (0710 |7013186214 0990281 1000900800 PWPES00 | 306 502:00:02 5030013000 | DFAYEHICLE
Wy B10249123 2006 |11/08/2005 [0710 |7013217353 1000487868 |51755702 PWPES00 | 306 502:00:02 S080022000 | PATHOLOGY
Wy B10257116 2006 114 4/2005 [0710 |7013265895 100000135 |51757537 PWPES00 | 306 502:00:02 5030022000 |ALL AMERICA,
Wy B10260438 2006 |[1118/2005 [0710 |7013274493 100064935 1000916066 PWPES00 | 306 502:00:02 5020001000 U & POSTMAS
Wy £10290523 2006 |12/01/2005 [0710 |7013360B68 1000487868 |51766170 PWPES00 | 306 502:00:02 S080022000 | PATHOLOGY
Wy £10290530 2006 |12/01/2005 [0710 |7013360863 1000487868 |51766173 PWPES00 | 306 502:00:02 S080022000 | PATHOLOGY
Wy B10326186 2006 |1219/2005 [0710 |7013450005 1000249668 |51776830 PWPES00 | 306 502:00:02 A050017000 | ASEOCIATION
By I[«[v]
| 47

14
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Scrolling over, note that the void date and the voiding reason code ae missing
from the report. To add it, click the layout button.

List Edit Goto Setting

& ajaHe@e DHE o080 AR @m

CASH based info system Line item report

@ aF T 2% 8EET Sk BHEdE A
Commitment itern GIL Account | Yendaor Mame Doc. type| Doc. date Posting Date (£ Line Amt|Cost Center|WEBS Element| Qrder
502:00:02 5080022000 [MID SOUTH APPLIAKCE PARTS INC RE 12/08i2004 (07062005 2597 (419339 107 10MKF2
502:00:02 5030005000 [HARDMAN LUMBER COMPAMY OF RE 09/24/2004 (07072005 22.08 (419234 107 10MKF2
B 5030005000 [HARDMAN LUMBER COMPAMY OF RE 09/24/2004 (07072005 12.99 (419234 107 10MKF2
B 5080022000 |JOMESBORO SUN, THE RE 071122008  (07M 22005 69.80 (419255 107 10MK01
502:00:02 5080022000 |JOMESBORO SUN, THE RE 071122008  (07M 22005 119.10 (419255 107 10MK01
502:00:02 5080022000 |DETCO INDUSTRIES,INC RE 07/0142005  (07M 212005 999,50 (419187 107 10mMK04
502:00:02 5080022000 |AR STATE POLICE IDENT BUREAU RE 06/30i2005  (07i2142005 7200 (419221 107 10MED1T
502:00:02 1980160000 |DAN COOKS OFFICE PRODUCTS PRINTERS |RE 07/07i2005  (07M 812005 1,480.00 (419221 107 10MED1T
502:00:02 5080016000 |DAN COOKS OFFICE PRODUCTS PRINTERS |RE 07/07i2005  (07M 812005 51.96 (419221 107 10MED1T
502:00:02 5080030000 |DAN COOKS OFFICE PRODUCTS PRINTERS |RE 07/07i2005  (07M 812005 107.80 (419221 107 10MED1T
502:00:02 5030005000 |HARDMAN LUMBER COMPAMNY OF RE 09/24/2004 (07072005 7495 (419234 107 10MKF2
502:00:02 5050001000 |PAMELA A BOWERS KR 081142005 (082212005 9542 (419142 107 10CHOT
502:00:02 5030005000 |FASTENAL CO RE 07/27i2005 (0862502005 186.56 (419210 10710mMKE3
B 5080019000 |DFAYEHICLE LICENSE & RENEWWAL RE 100242005 (1002812005 3275 (419234 107 10MKT 3
B 5080019000 |DFAYEHICLE LICENSE & RENEWWAL KR 100282005 (1003142005 4.56 (419101 107105101
502:00:02 5080019000 |DFAYEHICLE LICENSE & RENEWWAL KR 100282005 (1003142005 453 1419113 107105101
502:00:02 5080022000 |PATHOLOGY LABORATORIES OF AR PA RE 10/10i2005 (1100812005 16.57 (419160 107 10mKD1
502:00:02 5080022000 |ALL AMERICARN POLY CORP RE 1002752005 (111052005 B626.00 (419153 107 10mMK04
502:00:02 5020001000 (U S POSTMASTER KR 11/02i2005 (11152005 4,000.00 (419151 107 10mKD1
502:00:02 5080022000 |PATHOLOGY LABORATORIES OF AR PA RE 11/07i20056 (120142005 T7.88 419160 107 10mKD1
502:00:02 5080022000 |PATHOLOGY LABORATORIES OF AR PA RE 11/07i20056 (120142005 T7.88 419160 107 10mKD1
502:00:02 5050017000 |ASSOCIATION OF MATERMAL & CHILD HEA |RE 100132005 (12192005 250,00 (419391 107104100
= 8.271.30
o) &0

| 17

Use the left arrow to move the hidden columns to the display and press the
Enter key.

Columns k Sort Order k Filter k Wigw k Display |

ENEEIEIED

Columns Column set

Calumn Mame Calumn Mame

Payment method [+] WHS Description [+]
WWarrant [+] Assignment number [+]
Fiscal Year ‘oid reason code

Print Date Woid date

Agency Encashment date

Payment Withholding Tax Code

Vendar Withholding Tax-Exermpt Amt.

Source document Currency

Fund |Z| Withholding Tax Base Amt. |Z|
Funds Center [=] Currency [=]

15
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The selected items were moved to the end of the display. Use the arrows at

AP Reporting

the top of the display to move the columns around. When the display
columns are in the order you want, click the green check.

Columns k Sort Order k Filter k Wigw k Display |

I rS | vl 2 | ¥

Columns Column set

Calumn Mame Calumn Mame

Wendor Narme [+] Cost Center Narme [+]

Doc. type [+] Order Description [+]

Doc. date WES Description

Posting Date Assignment number

Line amt Encashment date

Cost Center Withholding Tax Code

WHS Element Withholding Tax-Exermpt Amt.

Order Currency

‘oid reason code [+ Withhaolding Tax Base Amt. [+

Yoid date [=] Currency [=]
« O %

The reason code and void date are now added to the display.

List Edit

tting

Help

200 eoe SHE O oo8)

EE @ m

CASH based info system Line item report

CUEREIEEE]

FIE v == RS

fendor Mame Dac. type|Doc. date Fosting Date |z Line Amt| Cost Center| WBS Element|Order Yoid reason code|Vaoid date

AID SOUTH APPLIAMCE PARTS INC RE 121082004 |(07f0Er2005 2597 1419339 107 10MKT2 05 |08/0972005
AARDMAN LUMBER COMPANY OF RE 08r24/2004 (0750712005 22.08 |4193234 107 10MKT2 05 |08/052005
AARDMAMN LUMBER COMPANY OF RE 09/24/2004  (0F7M07f2005 12.99 419234 1071 0MkT 2 04| 08/01/2005
IOMESBORO SUMN, THE RE 071212005 (071202005 69.80 419255 10710k 04|09419/2005
IONESBORO SUN, THE RE 07122005 (07122005 11910 (419255 10710k 05|0949/2005
JETCO INDUSTRIES INC. RE O7i01/2005 (071202005 99850 419187 107 10MK04 05| 08M 252005
\R STATE POLICE IDEMT BUREAU RE O6/30/2005 (0772172005 T2.00 419321 1071 0mk01 048 | 09/06/2005
JAM COOKS OFFICE PRODUCTS PRINTERE |RE 07rar20058  (07MEr2005 1,480.00 |419221 107 10mK01 13 |01/0372006
JAM COOKS OFFICE PRODLUCTS PRINTERE |RE O7rar20058  |(07M 812005 51.96 |419221 107 10m K01 13|01/0372006
JAM COOKS OFFICE PRODUCTS PRINTERS|RE O7i07/2005  (07A82005 107.80 (419221 1071 0m k01 13|01/03/2006
AARDMAMN LUMBER COMPANY OF RE 09/24/2004  (0F7/07(2005 74.95 419234 107 10MKT 2 04|09419/2005
IAMELA A BOVWERS KR 081112005 (082202005 98.42 419142 107 10CHL 05|10/28/2005
TASTEMAL GO RE 072712005 (087252005 186.56 (419210 107 10MKE3 08|10/ 372005
JFAVEHICLE LICEMSE & REMNEWAL RE 1072472008 (1002872005 3275 |419234 107 10MKT3 05 [11/09/2005
JFAVEHICLE LICEMSE & RENEWAL KR 10028020058 (1003172005 4.66 (419101 10710G101 05 0142002006
JFAVEHICLE LICEMSE & RENEWAL KR 1002812008 (1053172005 443 (419113 107105101 05 0142002006
*ATHOLOGY LABORATORIES OF AR PA RE 10M0/2005  [11/082005 16.57 |419160 10710k 04|12/0272005
ALLAMERICAN POLY CORP RE 1062712005 (111002005 G26.00 (419153 107 10MK04 13|01/05/2006
J 8 POSTMASTER KR 1100212005 (111502005 4,000.00 (419151 10710k 08 |12/0272005
FATHOLOGY LABORATORIES OF AR PA RE 1100712005 (1200172005 T.88 419160 1071 0mk01 048|121 452005
SATHOLOGY LABORATORIES OF AR PA RE 110720058 (1200172005 7.88 (419160 107 10mK01 05 (121452005
LSS0CIATION OF MATERMAL & CHILD HEA  |RE 10M 320068 (1211872005 250.00 (419391 107104100 05 |0242712006
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Program For Parked Vendor Invoices ZFI_PARKHELD_RPT

n Help
Hicaa SHE DDhoa)
SAP Easy Access AASIS MENU

BE & EE 2| -

B 1 Favorites
< {3 BAP menu
[ (1 Office
b [ Logistics
D [ Accounting
b 1 Human Resources
B [ Information Bystems
| Special Transactions & Reports (Btate of Arkansas)
B [ Materials management
= {3 Financial Accounting
D [ General Ledger
D [ Accounts Receivable
= < Accounts Payable
<7 3 Reporting
@ Z08W - Outstanding Warrant Repart
@ Z0EPRW - Report for Outstanding Payroll Warrants

Menu  Edit  Fawe

@ ZFI_1099CHB - Wendor Payments by Check, Agency and Tax Code
@ ZFI_PROMPT_PAY - Prompt Payment Repart
{62 ZFI_PARKHELD_RPT - Parked Document Repart

This report will display Parked Vendor Invoices.
Selecting the Report

1. Narrow your search. In this example we entered “ARK” in the
“Company code” field.

2. Enter your business area.
Enter the fiscal year.

Document types for invoices are KR for direct and RE for MIRO. Make
an entry here or leave this field blank to bring up both types.

Scroll down to continue.

Program Edit Goto Systern  Help

& 2 H @ SHE DTO8EE G
Report program for parked Vendor invoices
@

PARKED DOCUMENTS REPORT
Company code ARK @7'<iz
Business area a610
2
Accounting dacument number to o
Fiscal year 2006 o
Document type 3 o
Reference document number =
Document status ta =5
Docurment date fo =
Pasting date to o
Entered by i} o2
Entry date to o
Entry time el el ta 600000 =]
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5. “Vendor Credit balances” will default. Leave as is.

Click the Execute button to continue.

Vendor Credit balances L]

Invoice Line Itemn details ]

Ll
|

Viewing the Report

This example shows that there are parked documents. It shows the user
name, date and time entered, document number, and Ref. Doc. Number. The
posting key “31” = Credit to the vendor and the posting key “40” = Debit to the
expense. “H” stands for credit and “S” stands for debit.

The business area, fund, and funds center are displayed.

Scroll to the right to continue.

List Edit Goto g i
] afdH @@ I DREIDDO0IEE @b

Report program for parked Vendor invoices
@ AaAFTE B 4 BIEHT e EEE [

Doc. Date Entered hy Fosting date |Entered date |Entered Time|Document Murmber Ref Doc Mumber Itm|PK|...|Bus..|Fund Fund Center

03072006 |PMORR 03072006 |0307i2006 |11:12:43 1000000178 AR 1140|5 (0610 |HECET 01 272 |Z|

03072006 |PMORR 03072006 |0307/2006 |11:13:44 1000000179 BEBEC 1131 |H|0610 |z|

0310752006 |PNORR 0350752006 |03/0752006 |11:13:44 1000000179 BBBC 140 |5 [0610 |HSCHE101 272 ]

03072006 |PMORR 03072006 |0307/2006 |11:19:44 1000000180 CCC 1131 |H|0610

03072006 |PNORR 0307/2006 |0307i2006 |11:19:44 1000000180 CCC 1140|5 (0610 |HSCET 01 272

0307i2006 |PNORR 030772006 |0307/2006 |11:21:28 1000000181 DoD 1131 |H|0610

030752006 |PMNORR 030752006 |03/07/2006 |11:21:28 1000000181 DoD 11405 (0610 |HECET 01 2732

03072006 |PMORR 03072006 |0307i2006 |11:49:18 1000000182 CoDD 1131 |H|0610

03072006 |PMORR 03072006 |03/07/2006 |11:4918 1000000182 CoDD 1140|5 (0610 |HSCEHTO1 272

0310752006 |PNORR 0350752006 |03/0752006 |12:03:54 1000000183 GGGG 1|31 |H|0B10

03072006 |PMORR 03072006 |0307/2006 |12:03:54 1000000183 GGGG 1140|5 (0610 |HECET 01 272

03072006 |PNORR 0307/2006 |0307i2006 |12:04:55 1000000184 HHH 1131 |H|0610

0307i2006 |PNORR 030772006 |03/07/2006 |12:04:55 1000000184 HHH 1140|5 (0610 |HSCETO1 272

030752006 |PMNORR 03/07i2006 |03/07/2006 |12:05:35 1000000185 KKK 1131 |H|0610

03072006 |PMORR 03072006 |0307i2006 |12:05:35 1000000185 kKKK 1140|5 (0610 |HECET 01 272

03072006 |PMORR 03072006 |03/07/2006 |12:06:33 10000001 86 LLLL 1131 |H|0610

0310752006 |PNORR 0350752006 |03/0752006 |12:06:33 1000000186 LLLL 140 |5 [0610 |HSCHE101 272

03072006 |PMORR 03072006 |0307/2006 |12:07:22 1000000187 hdhd bt 1131 |H|0610

03072006 |PNORR 0307/2006 |0307i2006 |12:07:22 1000000187 hdhd bt 1140|5 (0610 |HSCET 01 272

0307i2006 |PNORR 030772006 |03/07/2006 |12:08:04 1000000188 RIRIRIN 1131 |H|0610

030752006 |PMNORR 030742006 |03/07/2006 |12:08:04 1000000188 RIRTRIN 11405 (0610 |HECET 01 2732

03072006 |PMORR 03072006 |0307i2006 |12:08:46 1000000189 Q000 1131 |H|0610

03072006 |PMORR 03072006 |03/07/2006 |12:08:46 1000000189 Q000 1140|5 (0610 |HSCEHTO1 272

0310752006 |PNORR 0350752006 |03/0752006 |12:09:43 1000000190 FPPFP 1|31 |H|0B10 ]

03072006 |PMORR 03072006 |0307/2006 |12:08:43 10000001480 FFFF 1140|5 (0610 |HECET 01 272

06/30F2006 | CSVOLLMAMN (083052006 |07006/2006 [09:09:09 51000187 JKL 1131 |H|0610 =
00:00:00 140 documents IZ‘

[
oy [ ]

[ D |ETR (135143 b= | sapens NS
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You can view the amount, cost center, Internal Order or WBS element
number, Sp. G/L assignment, vendor number and vendor name.

List Edit Goto Setting
@ Bl @@ BHE DT Oa0 HE @

Report program for parked Vendor invoices
FNE2FE S S BITRT N EEE

Carnmitment lterm Amount|COAr| Cost center [Order Mumber [YWBS Ele...|GIL AC NO | Cost Ohject Sp. G/L assignment wendor Num |[Yendor Mame
100,00 |ARK (383201 5090008000 |Z|
100.00 0100000050 (Best Buy '
10000 ARk |383201 5080006000 ]
100.00 0100000052 |Budget Saver
100,00 |ARK (383201 5090008000
100.00 0100000052 |Budget Saver
100,00 |ARK (383201 5090006000
100.00 0100000050 |Best Buy
100.00 |ARK |383201 5090008000
100.00 0100000050 (Best Buy
100,00 |ARK (383201 5090008000
100.00 0100000050 (Best Buy
10000 ARk |383201 5080008000
100.00 0100000052 (Budget Saver
100,00 |ARK (383201 5090008000
100.00 0100000052 |Budget Saver
10000 |ARK |383201 5080006000
100.00 0100000052 |Budget Saver
100.00 |ARK |383201 5090008000
100.00 0100000052 |Budget Saver
100,00 |ARK (383201 5090008000
100.00 0100000052 |Budget Saver
10000 ARk |383201 5080008000
100.00 0100000052 (Budget Saver B
100,00 |ARK (383201 5090008000
210:00:00 750,00 01000001920 [Sushy Tushy Offic] =
0.0o Iz‘
[~]
K| \ |[«d[¥]

| [ [ETR {13 (514) sapegs | INS %
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Payment List S_P99_41000099

This report lists items from a payment run and lets you know whether they
were paid or not. It also gives you reasons for non payment.

1. Enter the payment run date.
2. De-select proposal run only.

3. Optionally, you can use the match code to search for the identification
feature (name of payment run).

4. Enter ARK in the payment company code.
5. Click the Selections tab.

Prograrn  Edit elp
@ Bld@HIea@ B o FEE
Payment list 1

® &

Prograrn run date 06438706 /
dentification feature etril 3
[ Propasal run only

Company code selection

Fayihg company code ark \&@ to
Sending company code
Qutput cantral k Eeleclmn\ | 4
Line itern lists N\
Maximum no. of address lines

[ Summarize data
Paid documents
Exceptions
Display variant

Totals lists
Totals by Display variant
Company code-specific Cross-company code
Business areas
Cntries
curr
Pmnifteth.
Banks
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6. Enter your Business Area and make other selections as desired.

7. Execute the report.

@@ DEHE DO EE

Payment If
o5 7 |

Program run datl BG/38/06

Identification feature etr1l
[“]Proposal run only

Company code selection
Paving company code
Sending company code

[olsl

Qutput control " Selections

to
to
Further selections 6

Payment method
Payment method supplement

Accounting clerks to
Business area Bg1e to
House hank treas@ o
currency to
WVendar number o
Customer numher to

Selection of exceptions

ltem indicator o]
Payment block to
[ Withhldy tax

| [ ] Display withholding tax data

The report displays a list of items from the payment run selected. If the item
was paid, the amount and type of payment is indicated.

List  Edit S Help
BdH e CHE aDon BE @m

Payment list
E NG E== Al TR A

State of Arkansas Fayment settlement Tist for payment run OG/30/2006/ETR11 OF A0/ 2006 ¢ B9:35::2
Little Rock Users: FHORR
Company code: BRK Page : 1
Payment House bk Acct ID P Wame (in language of country) Account Holder Amount paid (FC) Croy
Bush CoCd DocumentNo Type Document Date Bline date PayT PK FC gross amount Tot.ded.in FC Wet amount in FC Crcy Err
—Yendor 100000273
Hayhem She Wrote
A7 Sugar Lane
BURLINGTON WT 05403
Ush
TOORERE1E9 TREAS TREA1 W Warrant for General Expenses R86.63- USD
ng1e ARK 510080180 RE O6/30/2006 O6/30/2006 NTOB 31 BO6.63- o.oo BO96.63- USD
596 .63- 6.ee 596.63- USD
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If the item was not paid, the reason for nonpayment will be indicated, along
with a code for type of error, if any.

State of Arkansas Fayment settlement 1ist for payment run 06730/ 200G6/ETR11
Little Rock Legend
Company code: ARK

Err|Message text

Qo3| Item is hlocked for payment
Q06 [ Mo valid payment method found
L___DB? Ekror in creating the payment document; read job Tlog

List Edit Goto Settings em Help

@ CHE DDLHO BE @@

Payment list

& & BB A & T EE 44 >
State of Arkansas Fayment settlement Tist for pavmen h O6/30/2006/ETRT1 QY MO/ 2006 / 09:40:17F
Little Rock Users: FHORR
Company code: ARK Page: 1
&y Payment House bk Acct ID P Mame (in language of country) Account Holder Amount paid (FC) Croy

Bush CoCd DocumentWo Type Document Date Bline date PayT PK FC gross amount Jot.ded.in FC Net amount in FGC Crcy Err

—¥endor 0100000133
Gooey and Sons Chocolate Factory
121 Cocoa Blwd.

ORLAMDO FL 32804
ush

= Exception Mo payment \E
BE10  ARK 51000088 RE  08/08/2005 B8/08/2005 NTOO 31 120.00- 0.00 120.00- U DB?::]

—¥endor 0100000249

Summertime Ski Boards
36 Wobble Dr.
ORLANDO FL 32837 Error COde
Ush
= Exception Mo payment
G610  ARK 51000027 RE  04/07/2004 B4/07/2004 NT15 31 80.00- 0.00 80.00- USD 003

Common Error Codes:

Err|Message text

A1 Mo pymt possible because items with a dehit bal . still exist; see job Tog
A3 Item is hlocked for payment

AOG Mo walid payment method found

Aa7 | Error in creating the payment document; read jobh Tog
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ZVENDBANK Report

Use this report to find out if a vendor has a bank account and routing data set
up in AASIS. Remember that the vendor must have this if you are paying by
direct deposit. Use ZVENDBANK to find a vendor’s bank account or
determine the correct vendor if the bank account information is known.

Brogram  Edit  Go

afd HICG D EE IS0 O8

Bank Acc Search
@ [

Program selections

“endor account group WEND to
Hame 1 to
City SAN DIEGO to
Fostal Code to
Region (State, Province, Cou to
Tax number 1 to
Tax number2 to
House number and street o
Furchasing organization EEEE] to
Wendor's account number to

Further proceszing options

(") Mo further processing

::jDispIay as table @jlnteracti\re list
() Graphics (JWfard processing
(_)ABC analysis () Spreadsheet

(" Executive Info System (EIS
::j Additional querny functions
(") File store

() Save with I

The report displays the vendor number, name, address, tax information and
payment method and bank account number. If the vendor is set up for direct
deposit, there would be an “A” in the Pmnt meths column.

List Edit Gote Wiews Seltings  System  Help

2O H S 2 HE DhO8 AR @m

Bank Ace Search
TN AYE G BSHTIh EEG B

Bank Acc Search

“Wendar Hame 1 Street City FostalCode|Rg | Tax code 1| Tax code 2 | Pmnt meths Bank accound
100000072 |l Friends of the Animals Wegetarian F |2212 North Came Boulevard |SAN DIEGO (92101 CA 33-3330005 | Cue 225588090
100000078 | Aardwark to Zebra Supply Co. 5675 Chipmunk Trail SAN DIEGD 92101 CA 33-323000% | Cd 11554455
100000028 | The Modem Zookeeper 89 Zoological P atauay SAN DIEGD 92101 CA 33-3330013 | Cud 3322665599
100000029 | Animal Tracks A4 M. P awis SAN DIEGD 92404 CA 444440013 | Culd 2322665500
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ZVENDTAXID Report

Access to this report is limited by security. This is a custom report that was
created to allow need-to-know users access to view Tax ID information
maintained for vendors.

Use ZVENDTAXID when searching for a vendor and the tax id is known but
not the vendor number or the tax id is needed but unknown and you have the
vendor number. Use also to verify that the selected vendor is the correct one
on the event there are multiple vendors with the same name.

1. Be sure VEND or AGEN is the Vendor account group.
2. Enter at least one other search criteria to limit search.

Note: When using Name 1 field, wild character asterisk * may be used.
Name 1 is a case sensitive field.

3. Click the Execute button.

Edit Zoto  System  Help

ajd B €EQ DEE BT OE

Erogram

Taxid Search

@ [

Frogram selections
Wendor account group VEND@ to (=5
Account number of vendor or 1o E:)
Name 1 ta E:)
City LITTLE ROCK to oy
Postal Code to o
Tax number 1 1o E:)
Tax number 2 ta E:)
Houze number and streat 1o E:}

Furher processing options

| Ho further processing

| Dizplay astabls @) Interactive list
| Graphics (iord processing
(_JVABC analysis () Spreadsheet

| Executive Info System (EIS
(1 Additional queny functions

I File store

| S awe with L
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The report displays the vendor number, name, address, tax information and
payment method.

Payment methods: A — Automatic Payment (Direct Deposit); C — Check
Payment; W - Warrant

Taxid Search

FafdedBasauh BEd O

Taxid Search

Wendor Hame 1 Straet City FostalCode |Rg |Taxeode 1|Tax code 2 |Fmnt maths
100000001 |f CATT TEST 2 Znd STREET LITTLE ROCK |T2201 AR 00-0000000 | Chif |Z|
100000014 |Smalltell Ine. 12 Smalltel Drive LITTLE ROCK | 72204 AR 111111120 | C |z|
100000023 |Old 'Warld Supply 124 Third 5t. LITTLE ROCK | 72203 AR 11-1114141 | G ]
100000024  |Bank and Buziness 1285 il Road LITTLE ROCK |T2202 AR 22-2PERFEE | C

100000025  |Ben and Franklin 101 Barrow Road LITTLE ROCK | 72202 AR 11-1111142 | C |
100000025 | Besser Office Supply 1000 Chenal Fatavay LITTLE ROCK | 72203 AR 222222223 |G

100000027 |Boise Cascade 523 Fodney Parhem LITTLE ROCK |T2203 AR 22-2222724 | C

100000028 | Cantrell Supply 200 Cantrall Rd. LITTLE ROCK | 72203 AR 22-2222226 | G

100000028 | Corporate Express 671 Brookmwood Dr. LITTLE ROCK |T2201 AR 22-2PERFET | C

100000020 | K-Mart G000 Pleasant Hills LITTLE ROCK | 72201 AR 22-2222228 |G

100000031 |Printing Fapers 7300 Skyline Dr. LITTLE ROCK | 72201 AR 22-2222220 | G

100000070 | Ticketronic Ticket Printing 2121 Inkpot Auve. LITTLE ROCK | 72204 AR 33-3330004 | C

100000071 |Cale-Cola Bottling Co. 2977 Carbo Rd. LITTLE ROCK | 72209 AR A4-A4440004 | Sl

1000000732 |5, Keemo's Snow Cones 22 Sugar Plum Lane LITTLE ROCK | 72209 AR G4 4440005 | Chil

100000074 | Qur Town Water Wi ke 234 Wiaterside Drive LITTLE ROCK | 72204 AR 33-33B0006 | C

100000075 | Supersolar Power Co. 2121 Sunshine Awe. LITTLE ROCK | 72205 AR 444440006 | Chil

100000076 |Ruth's Café 2 Heffalump Lana LITTLE ROCK |T2204 AR 33-3330007 | Chil E
100000024 |Camivorium Meat Maet 2121 Tofu Awve. LITTLE ROCK | 72202 AR 33-3330011 | Cw E
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Open Item AP Report ZOPENITEMAP

Menu Edit Favarites

Cao DHBR ODLos ) E
SAP Easy Access AASIS MENU
B 2| EE 2] - -

b [ Favorites
= (3 AP menu
> [ ofiice
[ Logistics
[ Accounting
1 Human Resources
[ Infarmation Systems
= 4 Special Transactions & Reports (State of Arkansas)
I> [ Materials Management
= -3 Financial Accounting
B [ General Ledger
B [ Accounts Receivable
= =3 Accounts Pavable
= {3 Reporting
@ ZOEW - Qutstanding Warrant Report
@ FOSPRW - Repaort for Qutstanding Payroll Warrants
173 ZFI_1099CHB - Yendar Payments by Cheek, Agency and Tax Code
@ ZFI_PROMPT_PAY - Prompt Payment Repart
@ ZFI_PARKHELD_RPT - Parked Document Report
@ FPONVP - Purchase Order Vendaor Payment Report
@ DWARR_DETAIL - Detailed VWarrant /Cash Based Line ltern Report
17 ZWARR_ACH - warrant and AGH Postage Repants by Business Area
) ZFI_1098VEN - Vendar payments by agency wtax cds
@ ZFI_BEMNVEM - BEMEFIT VENDORS
) ZOPENITEMAP - Open item AP}

13
3
[
[

This report will display all AP items that have been posted but have not been
paid.

Selecting the Report
Narrow your search.

1. Enter the Document type. This report will show both direct vendor
invoices and vendor invoices that are associated with purchase orders.

2. Enter the fiscal year
Enter your business area

4. Enter payment method “W” and “A”. This will display open vendor
invoices that will pay with a warrant or ACH.

NOTE: To see open credit memos, the document type will be “KG”.

Click the Execute button to continue.
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Program Edit Goto System Help

& 248 CEQ BHE DDO8 E
ZOPENITEM_AP
@
Frogram selections
Accounting document number 1 to
Document type KR to RE

Document date in document to
Fosting date in the document 2

Accounting document entry da 2:

Fiscal year 2006 I

—

to

to

Business area Q10

Account number of vendor or
Baseline date for due date ¢

Fayment method to
Fayment Block Key 4
Terms of payment key

ta

Assignment number

Fund to
User Name ta
GIL Account Mumber ta

Further processing options

() Mo further processing

Viewing The Report

You can view the fiscal year, vendor number, payment method, document
number, MM number, item number, assignment number, posting date,
document date and entry date. Scroll to the right to continue viewing.

List Edit Goto Views Settings System Help

3 @ SHE Hnon BE @m
Open item list for payment run
TN AT B OOSEATR B @

Open item list for payment run

Year|Vendor Pl Doc.no. MM Mumber|  Itm|Assignment Pstg date Doc. date Entry dte
2006 1100000051 e} W 51000101 | 000161 001|00510001012006 |01/23/2006 |01/23/2006 |01/23/2006
2006100000119 |W 51000103 |000163 001|00510001032006 |01/23/2006 |01/23/2006 |01/23/2006
2006100000119 (W 51000104 |00O0164 001|00510001042006 |01/23/2006 |01/23/2006 |01/23/2006
2006100000119 |W 51000105 |0D00165 001|00510001052006 |01/23/2006 |01/23/2006 |01/23/2006
annRl4nnnnnaa o sAN0NANR  [NNNARA nn4 lnnsannnanrznng nuewenns - Inmaennsg  [naeuenng

This report shows the Document Type as “RE”, meaning the invoice was
posted through the MIRO transaction. You can view the business area,
amount, baseline date, and payment terms. You can also view the reason
code, payment method supplement and payment block (if applicable). You
can view the fund, the user name and the G/L account number.

NOTE: Look at the “Payment Terms” column and the “Payment Block”
column to investigate why a vendor invoice has not paid. If the payment term
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of the document is NT15 and the current date is less than 15 days from the
baseline date, the vendor invoice is not ready for payment. If the document
shows a payment block the document cannot pay until the block is removed.
The document may be blocked because of a set tolerance or because the
document is over $100,000.

system Help

€@ CHE 000 R @
Open item list for payment run
G a7 B2%  CEHTET0N EES B

Open item list for payment run
Doc. Type BA 5 Amount|Bline date PayT HCG Prrthithggl PBk\ Fund USMNAM Accho.
5_/

RE 0610 312.00 [01/23/2006 108" N HSCE101|PNORR 2110001000
RE 0610 141.90 [01/23/2006 |NT15 HSCE101 |PNORR 2110001000
RE 0610 79.20 (012312006 |NT15 HSCE101 |PNORR 2110001000
RE 0610 8250 (01/23f2006 |NT15 HSCE101 |PNORR 2110001000

RE 0610 112.20 [01/23/2006  |NT15 HSCE101 |PNORR 2110001000

e AR 4nn Aan laAmAene viran o T T TrrmaAan B T I P L L L
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Actual Budget Report (Y_DEV_80000046)

This report is used to determine how much budget is available by fund, funds
center, and commitment item.

Menu Edit FEav

ajdH @@ 2 H
SAP Easy Access AASIS MENU
BE|Z| & |

b [ office
[» [ Logistics
[» [ Accounting
[> [ Hurnan Resources
> [ Information Systems
< 3 Special Transactions & Reports (State of Arkansas)
[ [ Materials Management
=7 ‘3 Financial Accounting
> [ General Ledger
(1 Accounts Receivable
[ Accounts FPayable
[ Fixed Assets
(L1 Cash Management
=7 {3 Funds Management
= ‘4 Reporting
> [ Budaet
= {3 Budget/Actual
@ Y_EDV_02000003 - Line item report for
@ Y_EDV_02000002 - Line item report for

ffZ) Y_DEV_80000046 - Actual Budget!
A [

[
[
[
[
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Selecting the Report

1. Enter the fund. (You must enter either a fund or funds center.)
2. Key date must be a date within the year you are looking at.

3. Enter the funds center. (This is optional if you entered a fund.)
4

Be sure that default Year commitment item equals the fiscal year
selection. FY and year commitment item must be the same.

Enter a commitment item if desired.

6. Agency from/CustFund is an optional field. You may enter the vendor
number for your agency here.

7. The current fiscal year and periods 0 to 13 will select budget for the entire
year. You may change this if you want to view a different period or range.
Period O captures original budget loads and carry forward activities.

8. When all desired selections have been made, execute the report.

Program Edit Goto Systerm Help

@ sl00eee DHB Doon BEE

8 Selection: Available Budget
cl ficati
%5 Classification I I
Standard selections .~ 1
= B npto1a4 2 (=]
Key date 07/25/2005
Funds center 936 3 |E|

Year commitment item 2005 4
Variant ooe
Commitment item 5820882 [=) 5 E‘

Report selections

Agency from/CustFund 993090000 ﬁ
Fiscal year 2005 05
Period from July

1
Period to 13 \— Special period 1
7
L |

Qutput type
() Graphical report-output

@ Classic drilldown report
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Viewing the Report

1. Click the plus signs or the expand icon to expand the report.

2. Original budgets, budget changes, commitments and expenditures and
available budget are displayed.

Report Edit Goto Navi

I e CHE DL BE @F
Execute Available Budget: Overview
HENTS S i N;s'ia Number format... |2 [ZF

Available Budget 1 Current data (07/25/2005 15:24:43)
—Navigation
Functional Area
Period
Customer for fund
Cost Center
O x
FM acct asst Original B Blocks Adjustment Adj . Appr Commitm Expense
D'I'Sp'layrd—'l'-ﬂ— 1 USD 1 USD 1 USD 1 USD 1 USD 1 USD
= i 1 § !
f. e - s - s e oo
4+ Total 0.08 B.008 55,555~ 55,555.00 .00 0.08
. . . g= ARK [fNPTE1G04 fE96a fEXPENDITURES
The first column indicates sL- ARK /NPTO104 /086 /EXPENDITURES
the fund, funds center, sub ¢ |-+ ARK /NPTB104 /936 /SALARYRELATED
funds center, commitment 4 |+ ARK /NPTO184 /98B fOTHEREXPENDITURES
. g = ARK /NPTE104 /9386 fMISCELLANEDUS
item C_ategory_’ and 4 » ARK SNPTO104 /938 /580 .00 44
commitment item. » ARK /NPTO104  /O8B /590 :00: 46
= ARK /NPTO104 [936A TMISCELLANEDUS
L ARK /NPTO104 [926A /58000 44
Y X
FM acct asst original B The Original
Displayed i 1 USD
isplayed in Budget
o= ARK /NPTB184 /@908 /EXPENDITURES 1,448,885 .00 Column lists
oL— ARK /NPTB1B4  /88B {EXPENDITURES 1,448,885 00 th iqinal
¢ |+ ARK /NPTO104 /986 / SALARYRELATED 277775 00 € origina
¢ |-+ ARK /NPTO104 /026 {OTHEREXPENDITURES 75000008 budget from
¢ |- BRK /NPTB104 /936 {MISCELLANEOUS 250,000.08 th )
0 » ARK /NPTB104 /086 /50000 44 100, ARG .08 € agency's
& + ARK /NPTO104 /086 /680:00:46 150, 000.00 appropriation
o - ARK /NPTE104  /O86A {MISCELLANEOUS .08
3 L» ARK /NPTE1B4  /D2BA (5000044 0.08 act.
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— Blocks are deferments or
Original B Blocks .
1 USD 1 USD reductions to budget.
/EXPENDITURES 1,448,885.00 0.00 These are usually used to
/EXPENDITURES 1,448 385 00 0.9 reduce the budget to
/SALARYRELATED 277,775.00 0.09 ;
/OTHEREXPENDITURES 750,000.00 0.00 make it equal the amount
/MISCELLANEOUS 250,000.00 0.9 :
/50000 44 100,000 00 0.00 of funding.
/500:00: 46 150,000.00 0.9
y [MISCELLANEOUS a.00 0.9
H Original B Blocks |Adjustment
Any other adjustment§ il S s
made to the budget will
. /EXPENDITURES 1,448 ,835.00 a.a0 i
appear in the /EXPENDITURES 1,448 ,885.00 0.00 0
; JSALARYRELATED 277,775.00 g.e0 g
adjustment column. /OTHEREXPENDITURES 750,000 09 a.a0 i
/MISCELLANEQUS 250,000, 09 9.80 | 100,000
/590:00:44 100,000 09 0.0 | 100,000
Original B Blocks |Adjustment Adi. Appr.
1 USD 1 USD 1 USD 1 USD
/EXPENDITURES 1,448,845 00 0.00 o 1,448 885 00 ]
/EXPENDITURES 1,448,385 00 0.00 o 1,448 88500 The Adjusted
I SALARYRELATED 277,775.00 a.90 @ 277,775.00 C .
/OTHEREXPENDITURES 75000000 .80 ) 750,000 00 Appropriation is a
IMISCELLANEOUS 250,000 00 0.00 | 100,000 150,000.00
/590:00:44 100,000.00 0.00 | 100,000 0.00 calculated amount
/590:00:46 150,000. 00 9.99 g 150,000.90 iqi
IMISCELLANEOUS 0.00 a.99 o 0.00 that nets Original
/590 00° 44 0.00 @@ @ 0.00 Budget, Blocks, and
[MAINT-OPERATIONS 171,110.08 0.00 | 100,000- 271,110.90 .
/502:00: 62 55,555.00 0.00 o 55,555.00 Adjustments.
/505:00:09 60,000 00 a.99 @ 60,000.00
/506:00:10 55,555 .00 0.00 o 55,555.00
[MAINT-OPERATIONS 0.00 0.00 | 100,000- 100, 00000
/502:00:02 0.00 0.00 50,000 50,000.00
/506:80:10 9.90 9.90 58,000 50,000.90
1,448,885 00 a.09 @ 1,445 83500
FH it T Ci i H
Fisytepdin — Commitments are
9= ARK /NPTO104 /0900 /EXPENDITURES 11,000.00 outstanding purchase
== ARK /NPTE104 /986 /EXPENDITURES 11,000 .00 iciti
+ ARK /NPTA104 /986 I SALARYRELATED 0.00 reqU|S|t|ons,.purc.:hase
+ ARK /NPTO104 /988 /OTHEREXPENDITURES .00 orders and Involices
= ARK /NPTO104 /988 /MISCELLANEOUS o.08 . ’
» ARK /NPTO104 /086 /5000044 0.00 which have not had a
» ARK /NPTO104 /986 /59000 46 o.08
- ARK /NPTO104  /OSEBA /MISCELLANEOUS 0.00 payment.
v ARK /NPTO104 /986A /590:00 44 o.08
- ARK /NPTA104 /986 /MAINT-OPERATIONS 11,000.00
» ARK /NPTO104 /986 f502:00:82 11,000 .00
*» ARK /NPTO104 /986 f505:00:09 o.08
» ARK /NPTO104 /986 f506:00:10 o.08
= ARK fNPTE@104 [O86A fMAINT -OPERATIONS o.08
» ARK /NPTB104  /OZBA /502:00:02 0.00
] » ARK /NPTE104 /986A /506:00:10 o.08
+» Total 11,000 .00
Expense
The Expense column i
contains the budget JEXPENDITURES 0.00
expend|tures_ /EXPENDITURES B.ee
f | I SALARYRELATED B.8e
amounts of actua /OTHEREXPENDITURES a.00
payments. /MISCELLANEOUS 060
26 150000 44 g.ee
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FM acct asst Adj . Appr. Commitm Expense Available
Displayed in 1 USD 1 UsD 1 Usk 1 UsD
0= ARK /NPTB184 /0900 /EXPENDITURES 1,448 885 .00 11,000 .00 0.0 ,437 885
'-}‘l—-l ARK /NPTO104 /936 /EXPENDITURES 1 442 885 00 11 00000 o.a0 437 895

Available Budget is the net of Adjusted Appropriation,

Expense.

Commitments, and

Note: If the all of the columns are not visible on your screen, click the right arrow

to view the next page.

DHBR D000 R @m

Execute Available Budget: iew
H BTS84 » M ss BB B Numberformat

&

Available Budget

[—Navigatiom
Functional Area
Period
Customer for fund
Cost Center

¢ %

FM acct asst
Displayed in

Available
1 USD

9= ARK /NPTE104
ol- ARK /NPTB184
¢ L= ARK /NPTB104

/8908
/986

1986
& L+ ARK /NPTB1G4 /086
4+ Total

/EXPENDITURES
/EXPENDITURES
/MATINT-0OPERATIONS a

oo

/602:00:02 55,555

55,555

Actual Budget Report Drill Down

To drill down to line items in the budget report, select the amount for which you
want to view detail. Select Extras> Line Items from the blue menu bar. The line
items making up the amount will be displayed.

Report parameters Ctrl+Shift+F 11 £ | E 1@
. Aftributes F7
Execute Available Budg
Ei Bﬂ B? Line items
Comment 3
Available Budget Current data (09/16/28E
—Navigatio ——
Functional Area
Period Create Exception...
Customer for fund ch £ i
o Earrr ange Exceptions...
O R Display exceptions...

FM acct asst DEER SEENETE- Original B Blocks Adjustment| Adj. Appr. Commitm
Displayed in Additional Functions + 1 USD 1 USD 1 USD 1 USD 1 USD
4= ARK (FFBOBGE fB61@ /EXPENDITURES 4,0080,000.00 o.0a L2} 4, 000,000.00 6,091.31

= ARK /FFBOOBO 16102 /EXPENDITURES 4,0080,000.00 0.0a L2} 4, 000,000.00 6,091.31

¢ = ARK /FFBODED  /E10Z /MAINT-OPERATIONS 4,000,000.00 6.0 6 | 4,000,000.00 | 6,001.31
v ARK /FFBEOBO /6102 /502:600:02 1,0080,000.00 0.0a L2} 1,000,000.00 1,5622.25

v ARK /FFBEOBO /6102 /505:600:09 1,0080,000.00 0.0a L2} 1,000,000.00 4 Fpo .08

v ARK /FFBEOBO /6102 /5066010 1,0080,000.00 0.0a L2} 1,000,000.00 o.00

v+ ARK [FFBEOBO /6102 512:00:11 1,0080,000.00 0.0a 2} 1,000,000.00 o.00

4+ Total 4,000,000.00 6.00 6| 4,000,000.00 | 6,001.31
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JH @@ BRE D000 BE @

Commitment/Actual Line Iltems by Document Number

HEH AT T 8% A

FM pstg d.

Value type

e e e R

07/05/2005

Invoices

07/06/2005

1000785442 [y,

1000787910

2

Ina

Ina

07/07/2005

1000787910 1y

1000788401

I

07/07/2005

Amttype | Pymt Bdat Cmmt itemn
Original  |USD 112.94 |Rent for Dislocated Work Water Cooler 502:00:02
Reduction |USD 112.94-|Rent for Dislocated Work Water Cooler 502:00:02
usD
UsD
Original |USD| 2,031.67 |Bldg Rent- July 502:00:02
Reduction |USD| 2,031.67-|Bldg Rent - July 502:00:02
usD
usD
Qriginal |USD 205.02 |Copier payment-July (Contract # SP-04-1113 Konica) |502:00:02
Reduction |USD 205.02-| Copier payment-July (Contract # SP-04-1113 Kaonica) |502:00:02

nen

Note: There is no line item drill down capability in the Adjustment column. To
view budget changes, drill down in the Adjusted Appropriation column.
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Open Commitment Items (ZCMT)

You can use the ZCMT report to view commitment line items for the budget.
Selecting the Report
Enter Transaction ZCMT in the command field. There is no menu path.

1. Enter the Fiscal Year.

2. To match the line items to the commitments in the actual budget report,
enter the fund, funds center and commitment item.

3. Execute the report.

|

Oen Commi bm Report
3
@

MW related documents
Flinvoices

2088

FiscalYear 200 -
_nptBIM (s

I I I I I Y I Y

Viewing the Report

The report displays line items of outstanding commitments from the Funds
Management tables.

JH @@@ BEE 9000 BE @

Open Commitment Item Report

FEAFE B% O DA Te @@

FMpstgd. |Valtype text i i Text Commitment item
10|08/22/2005 |Purchase Requisitions 0.0 \POMND REPAIRS MPTO104 986 502:00:02
10(08/22/2005 |Purchase Requisitions 5,000.00Q [Fake Rocks MPTO104 ag6 502:00:02
I1000000642 10|08/22/2005 |Purchase Requisitions 0.0Q |Paint MPTO104 986 502:00:02
I4500000452 10|08/22/2005 |Purchase Orders 5,000.00 |POND REPAIRS MPTO104 986 502:00:02
I4500000463 10|08/22/2005 |Purchase Orders 1,000.00Q (Paint MPTO104 986 502:00:02
| | - _11,000.09
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Commitment Balances

The balances of outstanding commitments by fund/funds center/commitment
item for MM related documents and Fl invoices plus any earmarked funds
documents are equal to the commitment balances on the Y _DEV_ 80000046
report.

Report Edit Goto e : Qs

& 3 d0 I Caa SHE DDOD BE @
Execute Available Budget: Overview

BElTESF &4 r s BE = Mumber format.. By [

Available Budget Current data (B2/15/2006
—MNavigation
Functional Area
Period
Customer for fund
Cost Center
O xR
FM acct asst Original B Blocks |Adjustment| Adj. Appr. Commitm
Displayed in 1 USD 1 USD 1 USD 1 USD 1 USD
g= ARK /NPTE104 /0900 /EXPENDITURES 0.08 o.08 L2} o.0a 11,008 . 80
olw ARK /NPTG104 /086 /EXPENDITURES 0.0 a.0a ] 6.0a 11,000.00
4+ Total 55,555 .00 o.08 L2} 55,555 00 11,0808 .80




Accounts Payable Basics Invoice Verification Process
Reporting Handbook
FM Reporting
Viewing Commitment Items

Use transaction code S_KI4_38000036 to get a list of commitment items and
their assigned GL codes.

200 coe DNB oA DE @8 @
SAFP Easy Access AASIS MENU

BE Sl

ancial Accounting ﬂ

[ | General Ledger

[+ | Accounts Recehvable
L+ 1 Accounts Payable

I+ 0 Banks

[+ ) Budpeting
[ (I Postng

2} FM3G - Higrarchy Graphic

) §_KI4_JA000034 - Alphabetical List

) 8_KI4_38000035 - AsIgn to GIL Account for Requests

() 5_KI_38000036 - Assign to GAL Accounts for Other Postings [
1 Funds Centers -

[+ | SESSIIN_MAMAGER 3] sapeqgs | NS /

010 Cee MBI DD FHE @ Enter a GL account in the
Assign Commitment ftems to G/L Accounts Report Objects section to
oo find out what commitment
Report abject . H .
il — . 5 item it is assigned to.
GiL account to o
Authorization group to
Field status group o
GIL accounts with commt items ;
GIL accts w/o commitment items I
Selection parameters - Enter a commitment item in
area o o .
. o : = the Selection parameters
e ] section to get a list of the GL
ey o codes assigned to it.
Postable to =)
Commt items wio G/L accounts | 1
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Gl Eldﬂ?l@@&l@ﬂﬂl%ﬁﬁ@@ll

Assign Commitment Items to G/L Accounts

&% ¥ | & BTL E=EE B

Commitment
Iltem

Short text GiL acct long text Cmmt item Client
ARK|er| 1150001000 Inventory 502.00.02 |* ARK 2006|512
ARK 1190001000 Prepaid Exp - Travel  |Prepaid Expenses - Travel 502:00:02 ARK |2006 (512

A star in the Tx box indicates the GL Account is tax relevant.
A star in the Stat Cl box indicates that the commitment item is statistical.
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Outstanding Warrant Report ZOSW

Menu Edit Favorites  Esr:

I @& 2
SAP Easy Access AASIS MENU
B = =8B - -

» (1 Favorites
= {3 8AP menu
> (7 office
b Logistics
b (3 Accounting
> ([ Human Resources
b Information Systems
= {3 Special Transactions & Reparts (State of Arkansas)
B [ Materials Management
= (3 Financial Accounting
B L] General Ledger
> [ Accounts Receivahle
= 4 Accourts Payable
= =4 Reporting
) ZOSW - Outstanding Warrant Report;

1. Narrow down the selection as desired. The Fiscal year and payment
method are required fields.

Possible payment methods:

v |3 |68 & | D
PM™ Hame {in language of country)

ACH Payment for General Expens

ACH Payment for Payroll Wendar

Warrant for Income Tax Refunds

Warrant for Payroll VMendors

ACH Payment far Income Tax Ref

Wi wWarrant for General Expenses

2. You can specify Business Area, Warrant Number, Vendor, Assignment,
Order, WBS Element, Fund, and Issue date.

3. When you have made your selections, click the Execute button.

e T o=

Frogram  Edit Goto  Systern  Help

A HIC@& 12 EE 250488 EE
Qutstanding Warranis

@

Processing Options
Fiscal Year 2007 to =
Business Area og10 to E
Payrment Method M@ to =
Warrant Mumber to ?
Vendor to E
Assignment to E
Order to ?
WBS Element ta [ =]
Fund HSCE1 81 to =
Izsue Date ta E
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The report displays a list of outstanding warrants.

You can view the warrant number, document number, fiscal year, Payment
method, print date, Amount, Additional info, Agency, Fund, Funds Center,
Commitment Item, GL Account number, Cost Center, WBS Element and Internal
Order numbers.

Scroll over to see more of the report.

List Edit Goto Settings  Systern  Help
& Ao H @@ BEE o n BE @
Outstanding Warrants

& ag e 8

I T EHeEE |

Check N...*|Docurment Mbr*|Fiscal Year™ FPayment Meth|Print Date | Doc. Amount|Addl. Info| Agency| Fund Funds Cntr| Comm. ltem|Account Cost Cotr|WES | Int. Order [P
6103675493{1000967196 | 2006 W 011122006 65.66 [MORM |0610 |HECE101 (272 5020002  |5030002000|383270 7|[+]
B10648211 1001088072 W 060172006 1,094.01 |NORM 0610 [HSCE101|272 5020002  |5020001000|383230 I0610005(7|[~]
W 060172006 26.30 |MORM (0610 (HSCE1O1 (272 a020002 020001000 (383245 0610016 7| |

W 060172006 9.40 [MORM |0610 |HSCE101|272 a020002 020001000 383250 010081 |7

W 06/01/2006 431.72 [WMORM |0610 |HECE101|272 5020002  |5020001000|383255 10610018 |7

W 06/01/2006 8513 [MORM |0B10 |HSCE101 (272 5020002 |5020001000|383260 10610056 |7

W 060172006 549 49 [MORM  |0610 |HSCE101|272 a020002 020001000 (383270 10610076 |7

W 060172006 1,811.23 |[MNORM 0610 |HSCE1O1 (278 a020002 020001000 383225 06100807

W 06/01/2006 143.60 [WORM |0610 |HECE101|272 5020002  |5020001000|383220 10610079 |7

W 06/01/2006 8.40 [MORM |0DB10 |HSCB101|272 5020002  |5020001000|383201 10610002 |7

Ann4nnodnd g NEMNA MNNE 29 00 [hkmDr nedn Uorcand 1979 Enannnag sEnonnmdnnn 209790 mednnne |7
|Ir'4nr'n'1r~nnl Annnndn 1 Ilﬁml | & ooz | A0 PRIt =TY ] oo leie r~|4n4l'1-.r'1 lenannna lennnnnzonnlanan | 1 ”I‘

| | EQs o) (100 P2 sapegs It

You can view payment document number, vendor number and name, reference,
and assignment number.

List Edit Goio [iE
& Bl H @@ BHEE 008 FE @
Outstanding Warrants

COENEIEEED

ietlings

em  Help

EEHT oI EEdE n

Check N...* Document Mbr*|Fiscal Year*|Cost Cntr WBS |Int. Order Fay. Doc. “fendar Name Ref. Doc Assign. Mbr

B10367593| 1000967196 2006 383270 7013585872 9996000 |DFA-QUICK COPY PRINTING SERVICES  AJIGS-ADM  |10009671962006 |Z|

610649211 1001098072 383230 |0610005 (7015109251 [100060913 [POSTMASTER OF LITTLE ROCK FPOSTAGE RE |POSTAGE REFORT Iz‘
383245 0610016 7015109251 [10006081 3 [POSTMASTER OF LITTLE ROCK FOSTAGE RE |POSTAGE REFORT ]
383250 0610081 [7015109351 [100060813 [POSTMASTER OF LITTLE ROCK FOSTAGE RE |POSTAGE REFORT
383255 10610018 7015109251 [100060913 |POSTMASTER OF LITTLE ROCK FPOSTAGE RE |POSTAGE REPORT
383260 |061 0056 (7015109251 [10006091 3 [POSTMASTER OF LITTLE ROCK FPOSTAGE RE |POSTAGE REFORT
383270 0610076 |7015109251 | 100060913 |POSTMASTER OF LITTLE ROCK FPOSTAGE RE |POSTAGE REPORT
383225 10610080 (7015109251 [10006091 3 [POSTMASTER OF LITTLE ROCK FOSTAGE RE |POSTAGE REFORT
383220 10610079 (7015109251 [10006091 3 |[POSTMASTER OF LITTLE ROCK FOSTAGE RE |POSTAGE REFPORT
383201 |0610002 (7015109251 [10006091 3 |POSTMASTER OF LITTLE ROCK FPOSTAGE RE |POSTAGE REFORT

10010958101 383230 |0610005 (7015109251 [100060913 [POSTMASTER OF LITTLE ROCK FPOSTAGE RE |POSTAGE REFORT ||

B10659597 |51872959 383245 0610016 [7015128320(100081324 AR GOVT FINANCE OFFICERS ASSN REGISTRATI |REGISTRATION

B10663687 (51874302 383225 0610080 (7015137445(9990288  |ARKANSAS DEPT OF CORRECTION 42-36238 42-36238

B10663688 51874288 agaz1o TO015137446|9990288  |ARKANSAS DEPT OF CORRECTION 42-36242 42-36242

B10674764 1001111851 383270 TO15193787 9996000  |DFA-QUICK COPY PRINTING SERVICES  AJIGS-ADM  |10011118512006

B10678776 1001112944 383201 0610002 | 7015199578 9990470 DEPT OF INFO SYSTEMS 443923 443922

B10678777 1001112920 383255 061001817015199579(9990470  [DEPT OF INFO SYSTEMS 443925 443925
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Trial Balance Y_DEV_80000025

The trial balance is a report by fund in the Special Purpose Ledger. It gives
accounts and balances for a specified period. It includes the balance sheet
accounts (assets, liabilities, and fund equity) and also the income statement
accounts (revenue, expenses, other).

Items of most interest to Accounts Payable users are the Goods Receipt/ Invoice
Receipt account, the Vendor accounts payable account, the available cash
account, accrued use tax, and the asset and expense accounts.

Menu Edit Favorites Extras

B H @ DHBE oD o
SAP Easy Access AASIS MENU
&= | 2| & |

= {3 SAP menu
I [ Office
> [ Logistics
[ [ Accounting
I» [ Human Resources
[> [ Information Systems
= {3 Special Transactions & Reports (State of Arkansas)
[» [ materials Management
7 ‘=4 Financial Accounting
< 3 General Ledger
IE) ZPAYX - Automate Payroll Fund Transfers
@ ZQGL - General Ledger Query
@ ZFBAL - TREASURY FUND BALANCE REPORT
1) ZAP4 - General Ledger Open ltems by Fund
< ‘3 Reporting (SPL)
= =3 Balance sheet reports
@ Y_EDV_02000001 - DFA use only Extended Trial Balance
@ ¥_DEV_80000025 - Trial Balance Sheet
@ Y_DEV_80000007 - Statement of Met Assets

Select the fiscal year

2. To bring in the correct balance sheet balances, the period from selection
should be zero or blank.

3. The period to selection should be the current period or period 12.

4. Either select the Business Area in the “or values” field under agency group
to view all funds for the agency or select the fund that you want to view in
the “or values” field under Fund group.

5. Execute the report.

Program Edit Goto Environment ]
V] RGN SR RN N S S R R e s N v ]
5 IL Trial Balance sheet: Selection
[ &% Variation §& OutputParan 1 Data Source... | Extract Parameters...

Selection values

Fiscal year 20086
Period from ?

Period to 12
—
—
Selection groups ] ’%
Account group ZFI-TRIAL-
Orvalue(s) to
Agency group
Orvalue(s) to

Fund group
Orvalue(s) hscf161 4
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The report is displayed.

1. The cash available to spend balance tells you the amount that you can

pay out in invoices.

AASIS will not pay them.
2. Fixed asset accounts represent items owned by the fund.

If your invoices will exceed the cash available line,

The vendor AP balance tells you the amount of money that has been

invoiced and is owed to vendors.

4. The GRI/IR clearing balance tells you the amount of goods receipts that

have not had invoices entered.

5. The Use tax payable accrual line tells you the amount of money that this
fund owes in use taxes to DFA-Revenue.

1 Help

@@ CHER DDND B @

Trial Balance

Ta @8 | T % @& F | B coumn | | ] |1 e
Variation: Characteristics i éﬁﬁgt)’ HSCE101 E
[#1 Business Area Pariod 8. 12
E Period
B Fund Debit Credit Balance
1808063001 CJ SO5 BOE3 # 001 28080 (288.68) .86
r— B |+ Cash On Hand 230.00 (280.00) .00
i 1188001001 Treasury Outgoing a (534,370.79) (534,370.79)
= i * ZFIZ-TRLBAL Se 11000881003 Treasury EFT Out i (21,531.87) (21,531 .87) 1
[21 ooo BF 11000010068 Treasury Tnsfrs In 1,100,000.00 ] 1,100,080.00
B 007 JuL = Cash Available to Spend 1,100,000.00 (555,001.86) 544,008.14
B 002 AUG 1100001002 Treasury Incoming 826, 200.00 i 826,200.00
@ 003 SEP E Deposits in Transit 826,200.00 2] 826,200.00
+ Cash in State Treasury 1,826,200.00 (555,001 _86) 1,370,288 14
B 004 ocT 1130001008 Customer AR 36,180.86 (290.00) 35,800.86 2
B o005 MoV B |** Customer Receivables 36,130.86 (280.00) 35,3008.88
B 006 DEC 11480030088 DT/DF Clearing 8,500.00 (182,834 82) (93,534 92)
2 007 JAN = Interfund Receivable ,500.00 (182,034.92) (93,534.02) |
Eisnint 1996130008 Buildings (Modified) 271,000.00 a 271,000.00 |
1990150008 Equipment {Modified) 662,367 .25 (7,624.80) 654,743 25
Er 009 AR 1990151008 Equipment{Mod Cntra) 0 {2.00) (2.80)
B 010 APR B |** Modified Accrual Fixed Assets 933,367.25 (7,626.00) 925,741.25
B 011 MAY 1991340008 Buildings Full CAFR 271,000.00 a 271,000.00
B 012 JUN 1891341008 Buildings (F Contra) a (271,000.80) (271,000.08)
1891360008 Equipment Full CAFR 647 ,702.00 a 647,702 .08
1991361008 Equip. F Contra CAFR [ (621,502.00) (681,502.08)
1992300008 AC Dep Bldg(Full) a (6,775.00) (,775.00) % 3
1992500008 AC Dep Equpmnt(Full) 8 (99,807 .88) (89,807 89) B
* Full Accrual Fixed Assets 918,702.00 (1,0509,084.89) (140,382.89)
2110081000 Vendor AP 262,536. 46 (278,253 .96) (7,717.50) 4
2111881000 GRIR Clearing 168,202.28 (1,894 236 04) (826,833.76)
* Accounts Payable 430,738.74 {1,364,400.00) (833,751.28)
2120002008 Sales Tax AP a (1,366.79) (1,366.79)
2120003001 B2 Use Tax Payable 34.01 ] 84.01 5
2120003098 Use Tax Payable Accr a (1,809.88) (1,009.28) <
B |** Dus to Revenue 84 81 (2,376 68) (2,292 67)
| s | KV T i ][]

[» | Y_DEV_8B0000025 P= sapeqs INS -
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6. Scroll down to view the expense items. These items represent the cost of
doing business for the fund.

m Help

HEaDLD FAE @

cae

Trial Balance

Ta@ & E | T %O & 9| coumn || o o 2 oo e
e - |BE |** Due to Revenue 84,61 (2,376.68) (2,292.67) el
SEIERI IR S 2008000088  Fund Equity Clearing 1,439,715.51 (500.000.A0) 939, 71551 [+]
Business Area 3000002000 Fund Balance 1] (1,425,000.00) (1,425,000.08)
Period 3002300800 Inv GFA Bldg (Mod) ] (271,000.00) (271,000.00)
Fund 30082508000 Inv GFA Equip (Mod) ] (647,702.00) (647,702.80)
B |+ Fund Balance 1,439,715.51 (2,843 702.00) (1,403 ,986.49) 6
4p47002000 Other Sales ] (5,000.00) (5,000.00)
\eranntE oo B |** OR - Miscellaneous ] (5,000.00) (5,000.80)
i 5010001000 00 Regular Salaries 40,415,580 n 40,415 .50
% (3" ZFIZ-TRLBAL Se 5010005008 03 FICA & Medic Exp 3,066.97 ] 3,066.97
000 BF 5010006500 Agency Cost of ARCAP 24.82 ] 24.82
0041 JUL E **+ Salary Expense 43,507.29 ] 43,507 .29
- 5030001000 Printing 520,38 1] 520,38
A B |+ Printing & Advertising 520.38 i 520.38
| 003 SEP 5030005000 B2-Bldg & Grds Maint 505023 o 5.050.23
004 OCT 5030007000 Hauling & Moving Exp 400.00 n 480 .00
[E1 005 NOV 50300812000 82 - Vehicle Maint 2,057.58 n 2,057.58
006 DEC 5030014000 Mar Avi Equip Maint 268.75 [ 268.75
007 JAN E ** Repairing & Servicing T:T85.56 ] 7,785.56 AL
: 5068081800 Professional Adm Fee 4 697.08 ] 4 6097 .00
| 008 FEB 5068802808 Eng & Architect Fees 7800688 8 78 BEE. 66
009 MAR 5060007000 Educ Honorarium Fees 650,00 n 650 .00
010 AFR E ** Professional Services & Fees 83,347 .00 ] 83,347 .00
011 MAY 5070001000 Surety Perform Bonds 3,000.00 i 3,000.00
3 ** Insurance & Bonds 3,0080.008 1] 3,0080.00
012 JUN o ' :
5080008000 Janitorial Service 500,00 1] 500,00
5080022000 Other Expenses Svc 40 ,650.20 0 40,650 .20
E ** Other Expenses & Services 41,1568.208 o 41,150.20
5090006000 Office Supplies 7,388.03 (1,400.00) 5,888.03
5090007000 Educ Supplies Mats 2,073.00 0 2,073.00
5090009000 Recreation Supp Mats 6,788.70 o 6,788.70 il
5090811000 Photo Supps Mats §,800.82 (119.68) 6,681.13
50900813000 "82-Pub Safe,Mil Sup 750,00 n 750.00
5090014000 Drugs & Medicines 537,82 i 537.02
5000015000 Health Lab Supps 14,038 .28 a 14,038 28 il
50900816000 Shop Indust Supps 4,619.99 0 4,619.09 [4]
50900817000 Animal Purch NonCap 406.00 1] 406 .60 [+
| s (K903 g | <]

| I | Y_DEV_80000025 }Z sapegs  INS 7
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The Check Register FCHN

The Check Register displays all warrants issued by the state. It isn’t possible to
narrow the selection by agency. All items on the check register can be viewed in
the ZWARR_DETAIL report, which can be selected by agency, fund, cost center,
etc. For this reason, the ZWARR_DETAIL is recommended over the Check
Register.

[ (1 Logistics
= {3 Accounting
= ‘=3 Financial Accounting
> [ General Ledger
= {23 Accounts Receivable
[_1 Document entry
|1 Document
1 Account
[ master records
[ Credit management
|1 Periodic processing
[_1 Reporting
(3 withholding Tax
[_1 Information system
{3 Environment
[» (1 User parameters
> (3 Current settings
= '3 Check information
= {3 Display
R FCH1 - For check
1) FCH2 - For payment do
1) FCHN - Check register

T Py IFYIYYYY

Paying Company Code is always ARK.

If choosing the report for other than payroll, the House Bank is TREAS and
account ID is TREA1. Payroll warrants use House Bank TREAP and account ID
TREAZ2.

Click the Further selections tab to continue.

tem

Program Edit Gt Help

& B dH &@d
Check Register

&[G

FPaying Company Code ARK

House bank treas
Account 1D trea1|@

[“1Payroll checks

General selections | Further selections |

General selections
Bank Key
Bank Account Number
Check number
Currency
Amount
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Use the Further selections tab to narrow down your selection as much as
possible. (Remember that you are extracting information for the entire state.)

- I -
General selections Further selections |

Date of Issuel 08/30/06 fo  08/30/06
Creation Date fo
Check encashment to
Check Issuer fo
FPayment document no. to
Personnel Mumber fo
Void reason code to
Payment method W to
Fmt meth. supplement to
Checks from payment run B8/30/2006  NORM
Checks from an extract

After making your selections, execute the report. @
The report displays a list of warrants included in the payment run selected. To

¥

narrow the report for your agency, click the filter button.

B aH eEe DHE ODOan  BEE @ m

Check Register
TN AP AN HDCHT @ BEGE B P
State of Arkansas Check register

K1

Little Rock
Company code ARK

Bank TREAS Arkansas State Treasury
Bank Key 999999992
Acct number TREA1 aae1
Warrant for General Expenses
Check number from to Payment Pmnt date |Crcy Amount paid (FC)|Recipient/void reason code
710800006 TOBE000134|08/30/2006(USD 1.87|Lollipop Guild WICHITA KS
7100000087 7O0E0A0135|08/360/2006 (USD 1,935_08) Summertime Ski Boards ORLANDO FL
710000008 FOREOAO136|08/30/2006(USD 4 036 _08|Ab Blaster WEW ORLEANS LA
7ipooe0eg TORODEO13T|08/30/2006(USD 3,01@.08|Fit Fan FORT LAUDERDALE FL M
Ti0a0e01a TOPEOA0138| 08/30/2006(USD 4 085_08]Snazzyweight WATERLOD IA
7i0aoe011 7O0E0A0139| 08/360/2006 (USD 3,322 58| Walking to Nowhere KALAMAZOO MI
71pa0e012 FOREOAO140|08/360/2006(USD 4,292 58] Step n' Count Inc. BIRMINGHAM AL
710008013 TORODO0141|08/30/2006(USD 160.08) The Spyder Workout Dome WATERLOO
710000014 TOOOOOO142) A8/30/2006(USD 4 407 50| Power Web Strengthening SystemlJa
* Payment method Warrant for General Expenses UsD 26,149 .57
[+]
Total of all entries Check register E
[dle]l [ I[4][+]

| [ [FCHN Pe| sapeas OVR
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Highlight the Business Area selection and use the left facing arrow to move it into
the filter criteria field.

1

O o o

[«][» | T [ ]]_|
2(a| ~v/¥

| |
¥ Cony ¥ %
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Click the Copy button to confirm Business Area as a Filter criteria.

|

[«][» | T [ ]]_|
2(a| ~v/¥

| |
¥ Cony ¥ %

Enter your Business Area and press the Enter key or click the green check.

3 E1[D
Vs RO x
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Only the warrants for the selected business area are displayed.

em Help

B dH a8 SHE Ohan BRE @ m

Check Register
FNAF P I THAS AEHT® B E B O
ztate of Arkansas Check register E
Little Rock []
Company code ARK
Bank TREAS Arkansas S£tate Treasury
Bank Key 995999842 H
Acct number TREAT Is]eleh
Warrant for General Expenses
Check number from to Payment Pmnt date |Crcy Amount paid (FC)|Recipient/void reason code
710880069 TOOBE00137|@8/30/2006 |USD 3,010.08(Fit Fan FORT LAUDERDALE FL
710000010 7000000138 08/30/2006 |USD 4 085.00|Snazzyweight WATERLOO IA
710000011 7000000139 08/30/2006 |USD 3,322 .50(Walking to Nowhere KALAMAZOOD MI
710000012 TO00000140]| 08/30/2006 [USD 4,202 50(5tep n' Count Inc. BIRMINGHAM AL
710880013 TOOBE00141|@8/308/2006 |USD 160.80) The Spyder Workout Dome WATERLOO
710000014 TOOOOOO142) A8/30/2006(USD 4 407 50| Power Web Strengthening SystemlJa
* Payment method Warrant for General Expenses UsD 26,149 .57 [
Total of all entries Check register
[+]
[]
[dle]l |[«1[+]

| [ |[FcHN Pl sapeas OVR 7

Display Warrant FCH1

u  Edit

SAP Easy Access AASIS MENU
BE|& EE 2| -

[ [ Favorites
= {3 58P menu
I [ ofiice
> [ Logistics
= {3 Accounting
% 3 Financial Accounting
[ ] General Ledger
> [ Accounts Receivable
< ‘3 Accounts Payable
(L1 Document entry
1 Dacument
[ Account
[ Master recards
(L1 Periodic processing
(L1 Reporting
(1 withholding tax
(L1 Infarmation systern
3 Enwironment
B [ User parameters
B [ Current settings
= {3 Check infarmation
= {3 Displ

Ivsvovevw

i ok
@ FCH2 - For payment document
) FCHM - Check register
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This transaction allows you to display a single warrant.

The company code is always ARK

The house bank is TREAS

Enter Account ID TREA1

Enter the number of the warrant that you wish to view.

Notes about warrant numbering:

The first number indicates the last digit of the fiscal year (7=2007)
The second number indicates the payment method:

Payment Method Description Second Number on Wt
A ACH 2
I I/'T WARRANT 7
R I/T ACH 8
W WARRANT 1
B 3R PARTY ACH 6
D EMPLOYEE ACH 4
P EMPLOYEE WARRANT |3
Q 3"° PARTY WARRANT |5

Thus, number 710043255 is a 2007 (first number 7) warrant (second number 1)
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Check

Edit Goto

Extraz  Enwironment System

Help
Bl H I CQQ  CHE Doo0 BRI G
Display Check Information

&
Paying company code ARK State of Arkansas
Check data

House bank TREAS Bank Key

Account 1D TREAT Bank Account Number
Check Mumber 610672779 @

The report displays the following information:

The payment document number, the payment date, the amount paid, the

encashment date, if any, and the identity of the check recipient.

Click the Check recipient button for more information.

Check

Edit Goto

Extras  Enwironment System

Help
2l H I @@ CHE ODo8 BRI ®
Display Check Information

& | =] Check recipient | Gheck issuer... | Accompanying docs | (S Payment docurnent

LREK Payment docurment no. 7015199531
Bank details
House bank TRELS Bank Key 999939392
Account 1D TREM Bank Account Mumber Qe
Bank name Arkansas State Treasury
City Little Rock
Check infarmation
Check Mumber 610673779 Currency s0
Fayment date 06714 /2006 Amount paid 138.76
Check encashrment Cash discountamount 0,00

Check recipient
Mame

City

Payee's country
Regional code

DEPT OF INFO SYSTEMS
LITTLE ROCK

s

AR
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The address of the check recipient is displayed. Click the red X to close this
screen.

i : _99994?9

Address

Title

Payee name  DEPT OF INFO SYSTEMS
ATTM: FISCAL MAMAGEMENT

Street OME CAPITOL MALL RM 3B 201 PO Box
City LITTLE ROCK Postcode T22601-10449
PO box city PO box post cde

Country s Regional code AR

v %

Click the Check issuer button for more information.

JEH @ CERE DDO0 BE @
Display Check Information
@ | =] checkrecipient | Check issuer.. | [ Accompanying docs | B Payment document

: : ﬂi“ _?915199581

AASIS displays the run date, identification, payment method, user id, print date
and time. Click the red X to close this screen.

' ' _EIE."M."EEIEIE

06 f14/ 2006

20:17:37

Idenfifiation  NORM
Paymentmetnod ¥

JUCER LCELACK |
I BEICRN 06 14/2006
Printtime  20:17:37)
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Click the accompanying docs button to continue.

Enwironment Help

s HICeE@  DEE SOOI ER @

Display Check Information

Edit Extras System

Goto

Check

& | =] Checkrecipient | Checkissuer... | Accompanying docs @ Payment document

{Paying cormparny code! ARK Payrment document no,  7E15199581

The accompanying docs screen displays the check line items. You can view the
vendor, document number, document type, date, amount, currency, clearing
document number and text.

iystern Help

CHB ONLD OF QB

List Edit Goto Extras  Enyironment

aid e e

Check line items
TR RER| AT HEd| B A E Selections Dispute Case

Status: B open Oy Parked @ Cleared
Due date: Overdue £y Due cB Not due
Yendar 9990470
Company Code BRE
Hame DEPT OF IWFO SYSTEMS
City LITTLE ROCK
St [Assignment Documentho| Type Doc. .Date |5(D0|Amount in Tocal cur. (LCurr |CTrng doc. |Text
i @ |443929 1001112932 | KR O6/07 /2006 138.76- [USD |7015109581 [ TNV 443929 ACCT# 2334
(] @ | 7016199531 2006 7015199581 | ZF OE/14/2006 138.76 [USD | 70151089581
@ o.og (UsD
** Becount 9990470 o.og (USD

Click the back button to return to the Check Information display screen.

Click the payment document button to view the payment document.

Edit Goto  Extras  Erwironment &

B HICEe  SHE STO0  FAE @

Display Check Information

& | =] Checkrecipient | Checkissuer... | Accompanying docs B,; Payment document

Check

{Payving company code’ ARK Paymentdocumentno, 7015198581

AASIS displays the payment document.

Settings s Environment ¢

20l CO@ CHB DNOoD DE @6

Document Overview - Display
24 P HNE T E T3 @ % choose Bsae T[S E H Taxdata H[H

Document  Edit  Goto

Doc.type : ZF ( Payment posting ) Normal document

Doc. Mumber 7015199581 Company code ARK Fiscal year 20086
Doc. date G6/14/2008 Fosting date O6/14/2006  Period 12
Calculate Tax

Doc.currency usD

Fayment Run ID BE/14/2806 - NORM

Itm|PK| Account hcocount short text |Bush|Cost Ctr | Fund Amount | Text Cirng doc
1|25(9990470 DEPT OF INFO SYSTEMS| 0610 138.76 TO15109581
2|58( 1100001081 | Treasury Outgoing a1 138.76-
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Purchase Order Display ME23N

You use this transaction to display information on a particular purchase order.
You can view to see if the PO has been approved. If the PO has any follow-on
documents you can view the purchase order history.

Menu Edit Eaworites Extras  Systerm Help

& ajd HIC@E

SAP Easy Access
BE S B2 v a

b 3 Favorites
=7 {3 SAP menu
> [ Office
3 | Cross-Application Components
=7 ‘3 Logistics
=7 {3 Materials Managerment
=2 {4 Purchasing
= 3 Purchase Order
B [ Create
T2 ME22M - Change

) ME24 - Maintain Supplement

1. Click the other purchase order button to select a purchase order to view.

Purchase order Edit Goto  Environment

(] a i E 1 & CEE St L8IRE @

Standard PO 4500000! bated by Colleen Voliman

Docurrient overviev on | [ % & ¢ Print preview = Messages Fersonal setting

Doc. date 04407 +2004

(1w | Standard PO T 4500000193 ‘endaor 100000271 Maltese Turkey
Header
§S lterm |A || |Material Short text FO quantity Q. |C|Deliv. date  |Met price Curr__ |Per 0 (Matl group  |PlInt St
10 K 10108298 SURVEILLANCE DEVICE JEL [DB4s22/2004 g5.oeuse [ EL [FOOO3 Reference Plant D
[+]
-]
[ [+l
381 S =Y s
(i tten [10] 10100298 , SURVEILLANCE DEVICE gl |alw
Material data | Quanfiiesiweights | Deliveryschedule | Delivery | Inwaoice | Condiions | Accountassignment ' Purchase order history ) 08
EIRENERIEERERERIIEER
Text™ W |Material Do... | Itern Fosting Date |z Guantity| Delivery cost gquantity| OUn|z Amtin loc.cur | Leur |2 Qty. in order prun.|  DelCostQty (OPLIRY| Or.
GR |101 |5000000201 1|04/0752004 2 0 (EA 170.00 [UsD 2 0|EA
Tr./ev. Goods receipt " 2 EA = 170.00 USD = 2 EA
IR-L| |ﬁ | 1|04mmou4 2| D|EA | 1?D.DD|USD | 2 D|EA |
Tr./ev. Invoice receipt " 2 EA = 170.00 USD = 2 EA
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2. Enter the desired purchase order number or click the match code to select
it.

3. Click the Other document button.

4500000846 [
®
@

Other document

The purchase order has three sections: the header, the item overview, and the
item detail.

4. Click the “Expand header” button to continue.

@ afd H @@ cR®lE anon BE @
FE] d PO 4500000846 Created by Patricia N. Orr
Dacu an | @‘ ‘@ Primpreview” Messages | Personalseningl
tandard PO T 4500000846 100000266 The Spyder Workout 06/30/2006 Item
B=Els.fitem [ I [material Short text PO quantity 0...|clDeliv. date |Met price Curr..|Per  |0.. |Matl group |Pint Si overview
e m | (10186279 EXERCISE BIKE 1|EA [pjB8/1142088 2,808.08USD |1 EA |SPORTSIAT.Reference Plant

k]

Teuts
J[[ e [« [ ]

El R == B B

b= [10110100279, EXERCISE BIKE PN
_ Materialdala | Quanfitiesiweights | Deliveryschedule | Delivery | Invaice | Condifions | Accountassignment = Purchase order history noE
@) &a/F[0[¥a[2]da@a]=q) )8 [Ea) &)
Texd™ MyT |Material Do...  Item | Posting Date |z Quantity] Delivery cuslquanmleUrlr Amt.in loc cur.lL cur |2 Qty. in Uruerpruﬂ.l DelCostty (OFUﬂ)lOr.l
GR |101 |5Dnuuuum4\ 1\Dﬁf3uf2m]ﬁ | 1\ D\EA \ 2,150.00 |USD \ 1| D\EA |
Tr./ev. Goods receipt . 1 EA =« 2,150.00 USD « 1 EA
[RL] 283 [ 1[oeE0zone | 1] DEN 2,150.00 [USD | 1] OJEA | .
Tr./ev. Invoice receipt . EA 2,150.00 USD = 1 EA Item detall
SD-L\ |y \ 1\Dﬁf3uf2m]ﬁ | 1-\ D\EA \ 107 .50-USD \ 1-| D\EA |
Tr.iev. Subs. deb. log. . - . 107.50- USD = 1 EA
[0 [ [ «] ]
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The release strategy tab shows that agency approval has been activated. (That
means it has been released.)

5. Click the Partners tab to view invoicing information.

P der  Ei Gota h Help
[V} 2O @@ EHE anon BE @
Standard PO 4500000846 Created by Patricia N. Orr

Document overiew on ‘ 0 % EEH @2 Print preview  Messages Personal seffing

i | Standard PO | 4500000846 | Yendor 100000286 The Spyder'Workout .. D) 6/30/ 2006
Deliveryinvoice k Conditions k Texts h Address h Communication h Parners h 5
1

k Org data k Status
Release group

Release strategy
F1 Purchase Order

P1 Agency PO

Release sirategy

Code ‘Deacnptlun |Slal r
AG | Agency Approval | ‘

Release indicator 1 Relsaszed

f an invoice payment is to be sent to a different vendor than the one on the
purchase order, that information will be shown on the partners tab.

6. Click the Texts tab to see if any text information has been entered for the
purchase order.

Furchase order Edit Goto  Environment

System

Help

BdH €@ ERE DDO8 AR @&
Standard PO 4500000846 Created by Patricia N. Orr

Document overdew on | [ % ﬂ| @ Print preview | | Messages Personal setting

_________________ E 4500080848 | Yend A 100000266 The Spyder'Workout .. | Doc. d
Delierinvoice | Conditions | Texts

85 | Communication = Partners | Additi

F.. [Mame Mumber  |MWame 5}
YN PMendor TEOOOOEEE The Spyder Workout Dome O B
PI |Invoice presented by TBOE0EEEE The Spyder YWorkout Dome O E
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7. Choose the display line for AP Notification to see if any text has been
entered for Accounts Payable.

8. Click the item overview tab to continue.

Edit Goto  Environment

200 QOO DEE DNND B @

Standard PO 4500000846 Created by Patricia N. Orr

Docurrw‘iewon | 0O % L‘EH @3 Print preview | Messages Fersonal setting
8

m Ao —! E | 4500000846 Yendaor 100000266 The SpyderWarkout .. Doc. date O6/30/ 2006
E Delivenginvoice k Conditions | Texts k Address k Communication k Partners k Additional data k Crg.data k Stat

e I — Text field

Change Order
Wendor Quotation M

[ TR 7 uous-tex. @

S..Item A |l Material Short text PO guantity Q..
19 & | [108188279 EXERCISE BIKE 1ES |Dj@gs11/ 2006

Celiv. date  |het price Curr... |Per 0
2, 008.00UsD |1 EX

()

rFl L

The item overview lists each item, account assignment information material,
short text, quantity, and price.

9. Click to open the item detail section.

E =S, (ltem |A || |Material Short text PO guantity O... |C|Deliv. date  |Met price Curr... |Per ... \Matl group  |Pint St
1 A 10100279 EXERCISE BIKE 1EA |D@2£11/2006 2,000 00Ush |1 EA |SPORTSAT [Reference Plant IZ‘

[

[4]

1| [~]

LI I[4[+]
T Y=
ltern detail

| A7
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Reporting Handbook
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10. Click the drop down button to select a tab.
In this example, Purchase order history is selected. T

ordered, quantity delivered, and quantity invoiced for the item selected.

] ~]

[10710100279, EXERCISE BIKE E

his will show the quantity

10

" Purchase order history

|||E

aterial data

@I- AR =R E R EEE III Bl = I Quantitieshweights
Text™ | MyT |Material Do...| Hem Fosting Date [z Guantity| Delivery cost guantity| OlUn|z Amtin loc.cur|Leur |2 @by inorde  Delivery schedule
GR |101 [5000000794 | 1|06/30/2006 1 0 [EA 2,150.00 [USD Delivery
Tr./ev. Goods receipt " 1 EA = 2,150.00 USD = liaiee
IR—L| |ﬁ | 1|m313m2t|na | 1| D|EA | 2,1sn.un|uso | o
- & - Conditions
Tr./ev. Invoice receipt . EA = 2,150.00 USD = .
SD-L| |284 [ 1[0B/30/2006 | 1 0EA | 107.50]USD | (EEEIUI: S e
Tr.jev. Subs. deb. log. IV . EA =« 107.50- USD = v Purchase order history
Texts
Celivery address
11.Click the Account assignment tab to continue.
The Account assignment tab lists cost center, fund, funds center, functional area,
commitment item, GL account code or asset number.
12.Click the Conditions tab to continue.
ttern (10110100278, EXERCISE BIKE al e 11
Material data || Quantitiesiweights | Deliveryschedule | Delivery | Inwoice | Cogditions ' Account assign

El Distribution Single account assignm . & Co

Business Area o61a

Asset 200000194 Lo}

CO Area ARE

Cost Center 383201

Order

WBS Element

Fund HSCA101

Functional Area ADHN

Funds Center 272 Commitment itern 512:00:11
Earmarked Funds o

State of Arka... &

12
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You can view taxes, discounts, freight charges, etc. for the line item in the

conditions tab. There is also a conditions tab in the header which contains these

items for the entire purchase order.
13.Click the invoice tab to continue.

= item [10]10100279, EXERCISE BIKE T Al
Material data | Quantitiesiweights | Delivery schedule | Delivery | Invoice = Condiions | Accountassignment | Purchase order history
oty 1 E& Net 2,000,088 USD
|: CnTy|Mame Amaunt Crey |per  |U.. |Condition value 13 m... |OUn |CCan..|Un |Condition value Cdc...
| |PEXH @hss Price 2,000,600 (USD 1|EA 2,000, 04 1|E8 1EA .00
| Met value 2 000,00 |USD 18 2.000.00 |USD 1[E8 1lEA 0.00
| IMevh|Mon-Deductible Tax 15080 |USD 15080 |USD 0 0 0.00
| Ta 15080 |USD 18 15088 |USD 1[E8 1lEA 0.00
| Met including tax & 2 150,00 USD 1[En 2. 150,00 |USD 1[E8 1|EA 0.00
| |sKTO|cash Discount 0.080 [% 0.08 |USD 0 0 0.00
[ FreightCustoms 0.80 |USD 18 0.08 |USD 1[EA 1[EA 0.00
K| [
14.View the tax code for the purchase order on the Invoice tab. Be sure that
the tax code on the purchase order matches the one on the invoice.
15. Click the taxes button to continue.
| item [10]10100278 , EXERCISE BIKE Bl |alw
Material data | Quantitiesiweights | Delivery schedule | Delivery  Invoice 14 ions | Act
vlnvrecemt Tax code P1 TaxNes 15
Final invoice Jurisdict. Code 0411903201
v GR-based IV
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A pop up box displays the applicable tax percentages and amounts.

|
|
]
|

a
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List Display by Vendor ME2L

:;:.'AF' Easy Access
B3| &S| &l 2| -

{0 Livsomss
7 3 AP manu
b Lomce
& Cross-Agplication Companents
= al Logisics
4 3 Matarials Manspemant
@ 3 Purthasing
W 13 Purthage Oudiw
e

3 MEIN - By Malerial

Enter a vendor number or use the match code to select one.

2. Enter your purchasing organization.

Make a selection in Scope of list field. This will determine the display
layout.

4. Click the match code to make a selection in the Selection parameters
field.

5. Execute the report.

Program  Edit Goto  Systern Help

& B H SO 8BEE 80O EHE
Purchas fng Documents per Vendor Selection parameter for purchasing lists (13 18 Entries Fr
5 Restrictions
1 @ & Choose, ., 1 |
N\
C EEEEE—

wendor o 100000851 (o)

Furchasing arganization BE1e Selparam. ~|Descr. of selection |1arame...| Selection
Scope of list BEST #ERLEDIGT |Closed RFQs Parameters
Selection paramet 3 RECHMU A-OFFEM Open RFQs Options
Daocument type AVIS Open notification quantities

Purchasing aroup ceo GROH Rough GR

Plant GUTSCHRIFT Irvoices exist

M-OFFER Cpen target quantity
R-ERLEDIGT Mo open invaices
RECHNURMG  Open invaices

Itern category
Account assignment category

Delivery date W-OFFEMN Open target value
wEVelt e Bz WiA3a1 Open issue guantity
Range of coverage to WiA352 lssue gquantity reversihle
Dacument number WE1 01 Open goods receipt
Material WWE1 D02 Goods receipt exists
Material group WWETD3 Cpen goods receipt
Document date WE1 04 GR blocked stock exists
Intern. article no, (EANIUPC) WE105 GF blocked stock exists
viendar's material number WE1D6 Goods receipt exists
vendor sub-range WE1E1 QOpen goods receipt: returns
WETG2 GR exists: returns

Fromuotion

18 Entries Found
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A list of purchasing documents is displayed according to your specifications.
Double-click a purchasing document from the list to display it.

You can also select an item from the list and use the buttons at the top to display
more information about it.

List Edit Goto nen e Help

V] @fd o8 CRE DDOoa EAE

Purchasing Documents per Vendor

G 3 Print preview PO histary Changes Delivery schedule Senvices

1] Type Vendor Name PGp Order date
Item Material Short text Mat. group
DI A&PInt SLoc Order gty Un Net Price Curr per Un

4500800715 NBE 108008051 EBooks & Million con @1/28/2008
gee1e 18108191 Chair Secretarial 42500

K 9339 26 EA 24.00 UsSD 1 ER
5ti11 to be delivered 13 EM 32,88 USD 50.00 %
5ti11 to be invoiced 13 EA 312.08 UsD 50.00 %

4500000765 NB 100008051 EBooks & Million Coo @2/17/2006
goota 18100882 Eook 71800

K 9339 100 EA 4.50 UsD 1 ER
5ti11 to be delivered 108 EA 450,00 USD  100.00 %
5ti11 to he invoiced 108 EA 450,08 USD  180.00 %

4500000766 NB 100008051 Books & Million oo B2/17/2006
goata 18100882 Boak 71500

K 9393 a8 EA 4.58 USD 1ER
5ti11 to be delivered 90 EA 405,08 USD  100.00 %
5ti11 to be invoiced 90 EA 405.88 USD  100.00 %

4500000767 NE 108080051 Books A Million LA 02/17/2008
0ee1e 18100082 Book 71500

K 9339 a0 EM 488 UsD 1 ER
5ti11 to he delivered 20 EA 360.08 USD 18000 %
5ti11 to be invoiced a0 EA 360.00 USD  100.00 %

4500000768 NBE 100028051 EBooks & Million con @2/17/2008
BOE10 18100882 Book 71500

K 9939 70 EA 4.50 UsD 1 ER
5ti11 to be delivered TaEM HME. BB USD  100.00 %
5ti11 to he invoiced 70 EA 315.08 US> 18000 %

4500000769 NB 100008051 Books & Million oo 02/17/2006
goota 18100882 Eook 71800

K 9339 6O EA 4.50 UsD 1 ER
5ti11 to be delivered 60 EA 270,00 USD  100.00 %
5ti11 to be invoiced 6O EM 270.88 USD  100.00 %

4500000770 NB 100008051 Books & Million oo B2/17/2006
0o010 18100082 Boak 71500

The P O history button displays the number of items received and invoiced.

PO history

List Edit Goto i Ervironment  Systern  Help
& BldH e DHE DL EE )
Order History for Purchase Order 4500000715 00010

@ GRIR assignment || Order price unit = Blocked stock

Cat. |Doc. no. Itm |MwT|Pstg.dt. Qty.in OUn Yalue in Tocal curr
GR | 5000000701 | 0001 101|01/20/06 13 E& 312.00 USD
Total goods receipts 13 EA& HMz2.00 USD
IR-L| 161 |oan1|  |o1/23r06 13 EA 312,00 USD
Total invoices 13 E& 3M2.80 USD
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The Changes button displays changes.

Changes

The Delivery Schedule button displays the delivery date and number of items
delivered.

Delivery schedule

List Edit Goto Enwironment & e
2ldE ¢a@ CRE a0on I BEE
Delivery Schedule Purchase ord 4500000715 00010

Deliv. date [Time Scheduled gty Oty. delivered Quantity issued P
D 03/83/2006 26 13 R
Total schedule Tines 26 13
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Display List of GR/IR Balances MB5S

This report will let you view a list of your Goods Receipt/Invoice Receipt (GR/IR)
balances.

Edit Favorites

Extras Help
3dEH e DHE Hnoa El
SAP Easy Access AASIS MENU

BE I 2B 2| va

Systermn

Menu

2 = Inventory Management
1) MB24 - Resemvations for Material
) MB25 - Reservations for Account Assignment
1) MBS1 - Material Document List
) MBS2 - List of Warehouse Stocks on Hand
) MB53 - Display Plant Stock Availability
1) MBS4 - Consignment Stocks
) MBSE - Analyze Batch Where-Used List
@ MBST - Build Up Batch Where-Used List
) MB58 - Consagmt and Ret Packag. at Customer
) MBI - Material Document List
@ WMBSB - Stocks for Posting Date
1) MBSC - Pick-Up List
) MBSL - List of Stock Values: Balances
2 MB5M - BBD/Prod. Date
' t of GRIR Balances| F

e LTI

1[4][+]
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Selecting the Report
1. Enter the purchase organization number.
2. Enter the purchasing group number.

3. The output can be restricted to documents created in a specific fiscal year
by entering the first PO created in that fiscal year. Double click in the
“Purchasing Document” field and select the symbol “Greater than or equal

”

to”.

4. The checkmark will default into the Final delivery items also. Do not
remove.

5. Click the “execute” icon to continue.

NOTE: You can run the report ME2N to locate the first PO number created in the
fiscal year for your business area. Run it by PO document date.

Program  Edit Goto  Systemn

2@ @@ OHE Do HBE @ m

Help

List of GR/IR Balances

o8& 5

Database selections

Yendor o
Furch. Grganization Z!> Elﬁmi to
Purchasing group can to
Waterial @

Furchasing Docurment ZP 4500000595 to
[term to
Final delivery items also

h 4

Display options

Layout
[Jcleared iterns too
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Viewing the Report

The list shows purchase orders where Goods Receipt (GR) quantities and
Invoice Receipt (IR) quantities do not balance.

You can view the Purchasing Organization, Purchasing Group, Vendor,
Purchasing Document Number, Item Number, Received Quantity, Quantity
Invoiced (the IR quantity and amount will be zero if no invoice receipt was posted
for items received), Unit of Measure, GR Value, Invoice Amount, and Currency.

This information can be used to determine if errors have occurred in posting
goods receipts and/or invoice receipts or to determine open purchase orders
where goods receipts have been posted and agencies are still awaiting the
vendor invoice.

You may double click on any PO line to drill into the PO display transaction to
view purchase order history associated with that line.

Settings

Environment Help

2 dH @@ SHE ahan 2E @

List of GR/IR Balances

M4 r @B &F &8 =

POrg PGr Vendor

Purch.Doc. Item Fr. vendor Received quantity Quantity invoiced OUn GR value Invoice amount LC Crcy
B610 Cod 100800819

45600000747 18 a g EA g.e0 g.08 UsD
BE10 CEA 180800851

4500008715 18 13 13 EA 312 .80 312 88  USD
4500000765 10 ] 0 EA f.80 0.08 UsD
4500000766 1@ a 0 EA 6.e0 Q.08 UsD
45600000767 18 a g EA g.e0 0.8 UsD
4500008768 18 ] g EA B 60 0.68 UsD
4500008769 18 a g EA B .80 0.88 UsD

68



Accounts Payable Basics Invoice Verification Process
Reporting Handbook
MM Reporting

Purchasing Documents per Document Number ME2N

Run transaction ME2N to find Purchase Orders with open goods receipts as well
as open invoices. This report does not contain account assignment information.

Use “Dynamic Selection” and “Selection Options” to narrow the search to identify
all open purchase orders. ME2N provides drill down capability.

Edit Extras Help

BlaHS@ao SHEB ONOonlE

Eavorites Systermn

Menu

SAP Easy Access
BE & BB 2| v

[ [ Favorites
= {3 SAP menu
I [ Office
D (3 Cross-Application Components
=7 i3 Logistics
< 3 Materials Management
= {4 Purchasing
= ‘=4 Purchase Order
> [0 Create
) ME22M - Change
) ME23N - Display
@ MEZ24 - Maintain Supplement
@ MEMASSPO - Mass Maintenance
> (1 Release
=7 =H List Displays
2 MEZL - By Vendor
1) ME2M - By Material
> (3 By Account Assignment
1) ME2C - By Material Group
) ME2B - By Tracking Number

LIPS

@ ME2W - By Supplying Plant
1) MELE - Transactions per Tracking Number

raleal
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Selecting the Report

1.
2.
3.

Enter the Purchasing Organization.
Enter the Purchasing Group.

Place the cursor in the “Selection parameters” box and click the match
code (drop-down button) to search. Select “RECHUNG”. This will
exclude all PO’s which have been completely receipted and invoiced.

Click the Dynamic Selections Button to continue.

Program Edit Gt

290 @@@ DUE Dno0 OE @B

Purchasing Documents per Document Ntz hen

Selection parameter for purchasing lists (1) 1

O & ]EF%ET _ Restrictions |
Eurchasing document L | -
urchasing documen S
Purchasing organization 1—% 0610 v EIEH-
Scope of list BEST Sel.param. | Descr. of selection parame...
Selection param 3 A-ERLEDIGT Closed RFQs
A-OFFEN Open RFQs
Document type o "
Purchasi oo AVIS Open notification quantities
urchasing grou
9 greup GROB Rough GR
Flant GUTSCHRIFT Invaices exist
ltem category M-OFFEN  Open target quantity
Account assignment category R-ERLEDIGT Mo open invoices
Delivery date RECHMUMG [Open invoices
Walidity key date W-OFFEN Open target value

The report should include purchase orders in which the items have not been
deleted or the final invoice and delivery complete indicators have not been set.
To select these fields, open the Purchasing Document item folder. Click on
“Deletion indicator”. Hold down the control key and click on “Delivery completed”
and “Final invoice”. (You will have to scroll down to find “Final invoice” and

“‘Delivery complete”). All of these items should be highlighted. Click on the black
arrow facing to the right to continue.

Brogram

Edit Goto System Help

N [ - O

Purchasing Documents per Document N\
% [ )2( choose...

PN Furchasing Document Header
2 5 Purchasing Document ltem
Purchasing Document
Item
Deletion indicator
RFQ status
Last changed on
Short text [«]
Material [~
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Selecting the Report (Continued)

Place the cursor in the “Deletion indicator” box and double click. A pop up box
will appear. Select “not equal to”, green check, and then type an “L” in the
“Deletion indicator” box. This tells the system that you want to see purchase
orders that have not been deleted.

BldH @@ | SEEIODO8|FEE @R

thasing Documents per Document Number

4 ]5[ Choose...

ﬂ Dynamic selections

:._,_”. Dieletion indicator ml FPurchasing Document Item

2ur | Se..|Description Deletion indicator

£ Single value ] Delivery Completed

£ Greater than or equal to Final invoice

% Less than or equal to

£ Greater than

= Less than

= Mot equal to ﬂ

= o

sing to

sing to =5

if lis -

K] [ |L«][»] to

snt | @ Select |‘Emludefmm selection | to =

sing to =
o Delete Row [l % ¥ i

Program Edit Goto System Help

3laBC@@ BHE DDL0 HE @b
Purchasing Documents per Document Number
5 [ )2 3 active  Choose..

Dynamic selections

Purchasing Document ltem

@ Furchasing Document Header

[» [ Purchasing Decument ltem Deletion indicator HL
Delivery Completed X
Final invoice E >q

Repeat the selection options/not equal to process in the “Delivery completed”
and “Final invoice” boxes, except this time place an “X” in each box. This will
eliminate any PO that has had “Final Invoice” and “Delivery Complete” indicators
set. Execute the report to continue.
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Viewing the Report

The report will only include current open purchase orders. Since this is a drill
down report, you can double click on a purchase order number to view the actual
document.

From this report, you can see the status of the POs listed on the report. For
example, if the purchase order shows that there are no more materials still to be
delivered but still some to be invoiced, then you should examine the date of the
purchase order and the date of the receipt. If sufficient time has passed for the
vendor to have sent an invoice, then you should check to see if the invoice was
paid using a direct invoice (FB60). If no invoice was received then the vendor
should be contacted to obtain the invoice for the purchase order.

NOTE: If the vendor invoice was paid through transaction FB60, you will make
sure the MM document are deleted, starting with the Goods Receipt, and going
all the way back to the requisition.

Reversing a Goods Receipt for an asset will reduce the value of the asset. If
reversing due to payment through a FB60, then an expense error correction
would be needed to restore the value to the asset. Contact your Asset
Management Specialist.

List Edit Goto Emvironment

Purchasing Documents by Document Number

&1 @@ Print preview PO history Changes Delivery schedule Sernvices

PO Type Vendor Name PGp Order date
Item Material Short text Mat. group
DI APInt SLoc Order qty. Un MNet Price Curr. per Un
[OeE18 10108286 CALCULATOR 47508

k 9084 43 EA 3.30 UsD 1 EA
5ti11 to be delivered 24 EA Fo.200 USD 50.00 %
5ti11 to be invoiced 24 EA 79.200 UsD 50.008 %

4500006719 NB 100008119 CORPORATE EXPRESS Coa 81/268/2006
[OeE1e 18100286 CALCULATOR 47508

k 9084 53 EA 3.30 UsD 1 EA
5ti11 to be delivered 25 EA 82.50 UsSD 50.00 %
5ti11 to be invoiced 25 EA 82.50 UsSD 50.00 %

45000060720 NB 100008119 CORPORATE EXPRESS Coa 81/268/2006
Qoee1e 10100286 CALCULATOR 47508

k 9084 63 EA 3.30 UsD 1 EA
5ti11 to be delivered 34 EA 112 .20 USD A0 08 %
5ti11 to be invoiced 34 EA 112 .20 USD 50.00 %

45000068721 NB 100008275 Gumshoes, Inc. Coa 81/268/2006
Qee1e 10100075 Alarm 49608

k 9084 28 EA 5@.80 USD 1 EA
5ti11 to be delivered 18 EA 508 .80 USD 50 .08 %
5ti11 to be invoiced 10 EA 508.80 USD 50.00 %

4500000722 NB 100008275 Gumshoes, Inc. Coa e1/268/2008
Qee1e 10100075 Alarm 49608

k 8984 15 EA 50.80 USD 1 EA
5ti11 to be delivered 7T EA 350 .80 USD 46 67 %
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“‘BEST” will default in the “Scope of list” field. This will bring up the view that is
on the previous page.

System

Help

> [ J2(  Choose..
Restrictions | N
Furchasing document |= =
Purchasing organization Q10
d | <] | | | | | | =1
Scope of list BEST : DA ll“ H & = |
Srireiis List scope Descnpuon of @m of list
Document ype ALLES Ever].rthujg possm.le [«]
E— = ANFR RF Qs with collective no. [+
urenasing group ARCHIV Archive analyses

Plant AVIS POs with notified quantity
Item categary BAMNF Purchase requisitions
Account assignment category BEDNR Tracking no. as special line
Delivery date BEST Purchase orders
Walidity key date BEST_ALY  Purchase orders with ALV grid
Range of coverage to DEFAULT  Defaultvalue
Vendor : EINT Schedule lines in basic list |

) ENTRY Entry lists (=]
Supplying plant
\ateria| ENTRY Senvice entry 1 [+]

el
[ | |
Material group EE‘ E”Il —
22 Entries Found

Document date —

If you enter “BEST_ALV” in the “Scope of list” field the display will look as
follows:

Purchasing Documents by Document Number
T A&AY P B Q0O TCEHT DI B G| | PritPreew

item|Type [Cat [PGr |POH |Doc date |Vendor/supplying plant Material | Short text
Purchasing Document 4500000719

1D|NEI |F |cun |]§j |u1r2m2005|1unuun119 CORPORATE EXPRESS |1n1nu285|c.ALCU|_ATOR
Purchasing Document 4500000720

1[J|NEI |F |cun |]gj |01r2m2005|100000119 CORPORATE EXPRESS |1D1DDEBE|CALCULATOR
Purchasing Document 4500000721

'1U|NEI |F |cun |]:r_| |u1r2m2005|1000002?5 Gumshoes, Inc. |'1U'1UUD?5|AIarm
Purchasing Document 4500000722

'1[J|NEI |F |cuu |]§j |u1r2m2005|1000002?5 Gumshoes, Inc. |1U1UDDT5|AIarm
Purchasing Document 4500000723

1D|NEI |F |cun |]gj |u1r2m2005|1unuun2?5 Gumshoes, Inc. |1D1DDD?5|AIarm
Purchasing Document 4500000724

10[Ne [F [coo [l [01/20/2006[100000275 Gumshoes, Inc. [10100075 |Alarm

Purchasing Document 4500000725
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Purchase Orders with Open Invoice Report ZPO_OPEN_INV

This report lists purchase orders for which goods receipts have been posted with
no corresponding invoice receipt (MIRO). Possibly there is no corresponding
invoice receipt because Transaction FB60 was used by mistake. This report
looks at large amounts of data, so users should be specific in making report
selections (run by cost center, if possible).

Extras
T dH Can SHE atoan Bl
SAP Easy Access AASIS MENU

BE 2 HE S| > a

Menu Edit Favorites

[ [ Favorites
= {3 SAP menu
> (] Office
[ [ Logistics
[ [ Accounting
[ ] Human Resources
[ [ Information Systems
2 3 Special Transactions & Reports (State of Arkansas)
2 {3 Materials Management
= {4 Purchasing
@ ZW02 - Determine Mext Collective Number AQ
fg) ZWQ0 - Change RFQs Related to a Collective Number
@ ZM02 - Automatic Application of Vendors to an RFP/RFQ
@ ZPSC - Professional Service Contract
@ ZMINOR - Vendor Minority Report
5) ZMVENDORLABEL - Vendor Address Label Print
@ ZPOVP - Purchase Crder Wendor Payment Report
@ ZOPEMNREQ - Report for Open Reguistions

|[4][»]

f) ZVENDBANK - Vendor bank detail
12} ZVENDTAXID - Vendor Tax Id Search I:
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Selecting the Report

In this example, search criteria are purchasing organization, cost center and
commitment item. Note the other options and the option of searching by range or
multiple selections.

Execute to continue.

Goods Receipts that have not been invoiced.
@

Selection Criteria to be used for processing. -
Purch. Grganization 6610 to =]
Purchasing Document to E
Material to
Cost Center 383201 to =7
Asset to E
Sub-number to @
Order to =
WBS Element o B
Fund to @
Funds Center to o2
Commitment item 502:08: 62| E
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Viewing the Report

This report will display the purchase order and material document numbers, the
posting date, quantity, amount, business area, cost center, internal order number
(if applicable) and the functional area.

Scroll to the right to continue viewing.

Settings  System

Help
3 dH @ SHE DDo0 BEE @M
Purchase Orders with Open Invoices

T AFTF S QO BOCATRIn B O

Purchase Orders with Open Invoices

Purch Doc “|item “|{Mat Doc Item Mbr|Post Dt Quantity| Doc. Amount|BA | Cost Cir Order |FA 4
4500000367 00010 5000000386 |0001 10M8/2004 6.000 72.00 |0610 (0000383201 ADMM
4500000368 5000000385 (0001 10M8/2004 8.000 320.00 [0G10|0000383201 ADMM
4500000369 50000003584 (0001 10M8/2004 2.000 1,750.00 |0610|0000383201 ADMNM
4500000370 5000000383 (0001 10M8/2004 3.000 435.00 (0610|0000383201 ADMM
4500000371 5000000382 (0001 10M8/2004 4.000 796.00 [0610|0000383201 ADMM
4500000372 5000000381 (0001 10M8/2004 4.000 3,940.00 |0610|0000383201 ADMNM
4500000373 5000000380 (0001 10M8/2004 4.000 800.00 [0610|0000383201 ADMM
4500000374 5000000379 10001 10M8/2004 4.000 383.96 [061010000383201 ADMNM

This report will also display the asset or sub-asset number (if applicable), fund,
funds center, commitment item, WBS element (if applicable), G/L code, tracking
number and requisitioner.

Remember, you cannot drill down from this report.

Purchase Orders with Open Invoices

Gae R B S

T EH T &I EE s O

Purchase Orders with Open Invoices

Purch Doc “|item *|Asset Sub-Asset Fund Funds Ctr| Commitrment Itern| WBS Elernent G/L REC. Tracking # ReqL
4500000367 00010 HSCE101 (272 5020002 00000000 5090007000 |BLOCK adva E
4500000368 HSCB101|272 5020002 00000000 5090020000 |BLOCK aclvaIE‘
4500000369 HSCB101|272 5020002 00000000 5090016000 |BLOCK adva
4500000370 HSCE101 (272 5020002 00000000 5090020000 |BLOCK adva
4500000371 HSCB101|272 5020002 00000000 5090016000 |BLOCK adva
4500000372 HSCB101|272 5020002 00000000 5090015000 |BLOCK adva
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Purchase Order Vendor Payment Report ZPOVP

Menu Edit Fa

BldHC@a DHEB Dhag
SAP Easy Access AASIS MENU

EE| & &8s v a

FSV1 - Training and Event Management -= Attendance -= Attendance menu E

[ [ Logistics

[> [ Accounting

[> 1 Human Resources

> 1 Information Systems

= i3 Special Transactions & Reports (State of Arkansas)

= {3 Materials Management
= {4 Purchasing

fE) ZW02 - Determine Next Collective Number AQ
@ ZWQ0 - Change RFQs Related to a Collective Number
@ ZM0DZ - Automatic Application of Vendors to an RFF/RFQ
@ ZP3C - Professional Service Contract
@ ZMINOR - Vendor Minority Report
7 ZMVENDORLABEL - Vendor Address Label Print
@ ZPOVP - Purchase Order Vendor Payment Report

This report will assist you in troubleshooting to find mistakenly entered direct
vendor invoices (FB60) that were intended against purchase orders and should
have been created with a logistics vendor invoice (MIRO).

This report can be selected by purchasing organization or vendor. The report
displays purchase orders and payments to vendors selected if the vendor
selected has existing purchase orders. You will be able to pinpoint potential
problems for further investigation.

Selecting the Report
1. Enter your purchasing organization and business area.

2. If the Company Code did not default into the report type “ARK” in the
“‘Company Code” field.

3. Enter the desired “Document posting date” range.

You may also run the report by “Vendor” or “Purchasing Document”. To narrow
the search without a specific vendor, use ranges 9990000-9999999 (AGEN) and
100000000-199999999 (VEND).

4. Click the “Execute” icon to continue.

Program  Edit stem Help

@ ajaBICaa DEE D00 FAFR @
Purchase Order Vendor Payment Report
@
Purchase Order and Vendor Payment Report
Vendor to
Purch. Organization o818 to
Business Area 0618 to
Purchasing Document to
Company Code ARK
Document posting date 81/91/2006 to 03/15/2066|a)
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Viewing the Report

Each vendor is listed on a separate page. The vendor number and name is at
the top. Purchase Orders are listed first, followed by vendor payments. The
Purchase Order section has been split into two sub-sections: Goods Receipt and
Invoice Receipt.

The goods receipt is done through the MIGO, and shows the Purchasing
Organization, Purchase Order Number, date, and amount.

The invoice receipt is done through MIRO, and also shows the Purchasing
Organization, purchase Order Number, date, and amount.

If the amounts of the goods receipt and invoice receipt are not equal, you should
display the purchase order and make sure the final invoice and delivery complete
boxes are checked so that the GR/IR account can be cleared and any

commitments in the budget.

List Edit Goto System Help
A0 CEQ SHE DDL0 BE @F
Purchase Order Vendor Payment Report

ZMMPRRABO3_PD_VP Arkansas Administrative Statewide Information System DATE: |
ETR 518 Purchase Order and Vendor Payment Report PAGE

Vendor 108800011 Aerospace Glad Rags
Purchase Orders
Goods Receipt
Pur. Org PO Nbr. Posting Dt. Created by Amount PO Hist
0610 4500000828 B3/15/2006 PNORR 25.00 E Goods Receipt

Invoice Receipt

Pur. Org PO Nbr. Posting Dt. Created by Amount PO Hist
gE18 4500000828 B3/15/2006  PNORR 25.08 0 Invoice Receipt
BE18 45000803828 B3/15/2006  PNORR 25 .08- 0 Invoice Receipt

78



Accounts Payable
Basics — Logistics
Invoice Verification
Process

AM Reporting



Accounts Payable Basics Invoice Verification Process

Reporting Handbook
AM Reporting

Display Asset AS03
Menu Edit Ea m  Hel

2 K B
SAP Easy Access AASIS MENU
@R %] E |

[ Favarites
= {3 SAP menu
B ] office
[ 1 Logistics
= {4 Accounting
=2 = Financial Atcounting
[ [ General Ledger
[> 1 Accounts Receivable
P [ Accounts Payable
b 1 Banks
= {3 Fixed Assets
[» [ Posting
= {3 Asset
b 1 Create
B [ Change
= {3 Display
) AS03 - Asset

A ACT92 Reane Nemnt

Enter the asset number, or click the match code to search.

Asset Edit Goto  Exras  Emvironment

= S

Display Asset: Initial screen

get

hiaster data | Depreciation areas  Assetwalues

Asset

Sub-numhber
Company Code &
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Enter part of the description, using asterisks as wild cards, or choose another tab
to narrow down the search. Press the Enter key or click the green check.

FPersonal value list: Main Asset Mumber (1) 6 Entries Found
& Mames and classes h Cost center h Inventony number k Investment Orders ||| Em
Company Code @ ARK
Aszzet class
Description @ exercise®
Acct determination
Capitalized on
Agzet
Sub-number
M aximumn no. of hitz 500
e 5

W Mames and classes k Cast centber h Irvertary nurmber k Irvestrment Orders | i EE'

[ [
AL EEIE =Y
Company Code: AR
Assetclass: 2000
Asset description “ Acct.tl...|Cap.tlate Asset |SNO.|

EXERCISE EQUIPMEMNT, DELLIXE REC 195050 06292006 200000187 O
EXERCISE MACHIME, ELLIPTICAL 199050 00/O0v0000 200000188 O
EXERCISE MACHIME, ELLIPTICAL 199050 00/000000 200000189 O
EXERCISE MACHIME, ELLIPTICAL 199050 00/00/0000 200000180 O
EXERCISE MACHIME, ELLIPTICAL 199050 00/00f0000 200000181 0
EXERCISE MACHIME, ELLIPTICAL 199050 00/00/0000 2000001582 0
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The asset number is populated into the field. Enter a sub-number if applicable
and company code ARK.

Click the Master data button.

Edit

Goto Extras  Erwironment

3lall e D

Display Asset: Initial screen

Settings

Syst

Master data | Depreciation areas  Assetwvalues

Asset zonoeo1ar ()
Sub-number i
Campany Code LRE

You can display the asset’s master data by clicking each tab.

The General tab displays the description, quantity, and date of acquisition and
capitalization.

Click the Time-dependent tab to continue.

Edit

Goto Extras  Environment Systern Help

BldH €@ CHE DO BAE G
Display Asset: Master data

@ Assetwvalues

Settings

Asget: 200888187 ] Exercise Equipment, Deluxe Recumbent Bike

Class 2000 Equipment Campany Code ARE

General k Time-dependent k Allocations k Qrigin k Insurance k Deprec. areas |

General data

Description Exercise Equipment, Deluxe Recurnbent Bike \:‘
Asset main no. text Exercise Equipment, Deluxe Recumbent Bike
Arct determination 199050 Equipment

Serial number

Inventory numhber

Quantity 1 EL gach
Inventory
Last inventary on Include assetin inventony list

Inventory note

Fosting information

Capitalized on Q292008 Deactivation on
First acquisition an OEf29/ 2008
Atnuigition year 2006 @12
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The time dependent tab contains information on the cost center and fund to
which the asset belongs.

Click the Allocations tab to continue.

Assel Edit Goto Extras  Enwironment  Settings System Help

& afd B a8 E T 4AeEE G

Display Asset: Master data
Assetvalues

Msget 200000187 a Exercise Equipment, Deluxe Recurnbent Bike

Class 2000 Equipment Company Code LRE

General  Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

Interval from 0170101900 to 1273119999

Business Area [ageo DEPT OF PARKS AND TOURISM
Cost Center 445011 Parks & Touism Fund
Raoarm

License plate number

Fersonnel Mumber a

Fund NFTE104 PT-Sweep

Functional Area REC Recreation/Hurmanities
Funds Center 936 Parks Treas Paying
|£ Further intervals |

The Allocations tab contains the class code. The number beside the class code

is the expected useful life of the asset. Click the Origin tab to continue.

Edit Goto Extras  Environment Settings  Systern

Help
BldH  C@@ BRE ODO1 HE @
Display Asset: Master data

i |[& | Assetvalues

Asget 200800187 ] Exercise Equipment, Deluxe Recumbent Bike

Class 2008 Equipment Company Code LRE

General | Time-dependent ' Allocations | Origin | Insurance | Deprec.areas |

Allocations
Status
Acquisition Code

Class Code 212012 10 - ATHLETIC AMND RECREATIOMAL EQUIPMENT
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You can view vendor information (derived from the goods receipt) on the Origin
tab. Click the Insurance tab to continue.

Edit

Goto  Extras  Enwironment Settings  Systerm Help

aldEH €@ I ERE DDLO0IRE G
Display Asset: Master data
Assetvalues

200000187 ] Exercise Equipment, Deluke Recumbent Bike
2000 Equipment Company Code LRE

General | Time-dependent | Allocations ~ Crigin | Insurance | Deprec. areas |

Qrigin
Yendar 100000256 Pedal Sweat of Oklahoma D
Manufacturer
Asset purch. new
Furchased used
Country of origin
Type name

Internal specifications

Criginal asset Acg. on
In-hiouse prad.perc. o.oa

Click the Deprec areas tab to continue.

fscet  Edit Goto Extras  Environment  Settings Systern Help
2AH S8 SHE DTO0IFAE G
Display Asset: Master data

& & Assetvalues

5.5\_9__9:!3_1_5 200008187 o Exercise Equipment, Deluxe Recumbent Bike
Class 2000 Equipment Comparny Code ARE
General | Time-dependent | Allocations | Origin - Insurance | Deprec. areas |
Insurance
Type a1 Insurance

Insur.Companies
Agreement numhber

Suppl. text I:\

Start date

Base value oo UsD

Fiscal year chanage
Curr.ins value o.o8 uso per 2005
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Each asset has two depreciation areas, modified accrual (Area 1) and full accrual
(Area 20). Note the useful life in the full accrual line is the same as the one on
the allocations tab.

Click the Asset values button to continue.

et Edit Goto Edxras  Environment

BldHICE® ERE DDL8a BE G
Display Assel: Master data

Settings em Help

& Assetvalues
200000187 L0} Exercise Equipment, Deluxe Recumbent Bike
2000 Equipment Company Code ARK

General | Time-dependent | Allocations | Origin | Insurance = Deprec.areas |

Yaluation
Deact |A.|Depreciation area|Depky |Usfl life  |Per 0.dep. start |E|
B1Modfied Book 2634 1 BlBG/ 15/ 2086 [~]
20Full Cost LINR 10 BlBG/ 15/ 2086 E

Note the three boxes on the asset values screen. The main display screen is on
the right side of the screen. On the top left is the depreciation areas box. You
can click modified accrual or full accrual in this box and the values that you select
will be displayed on the screen to the right. Under the depreciation areas is the
“Objects related to asset” box. You can drill down on items from this box to get
more information.

Asset Edit Goto S

a0 B eI DHE aoasa  RER@ R

Asset Explorer
S| @& F B

—
Asset ARK-200000187/0000 Company Code Rk @ State of Arkansas
< {3 Depreciation Areas Asset 200000187 1] Exercise Equipment, Deluxe Recumbent Bike

501 Modited Accrual De

20 Full Accrual  Depr
E P Fiscal ysar Ezamm

Plannedvalues | Postedvalues | Comparisons | Parameters |

EEEEEIEIEEE]
Planned values Modifed Accrual Depreciation Area GASB34 AASIS

Fiscal year start| Change| “Year-end| Crey

APC transactions 2,026.38 2,026.38 |USD

Acouisition value 2,026.38 2,026.38 |USD

DL I )| Fordinary depree. 202538 2,026.3% | USD
Objects related to asset Unplanned dep UsD =
= [ vendor Write-up UsD =

22 Pedal Sweat of Oklahoma == ==
% [ Cost Center J

Parks & Touism Fund Mo postings for selected fiscal year

< [ Purchase Order
2 0B/29i2008
A% 0B/29/2008
<% 0B/28/2008
= {3 GIL Account
B Equipment (Modified)
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You can view either the planned values or the posted values on the display by
selecting a tab.

This selection displays planned values for modified accrual depreciation.

Under modified accrual depreciation, the asset is fully depreciated at acquisition.

Click on Posted values to continue.

Asset Edit Goto  System Help

& B dEHICaQ EHE 000 BE @

Asset Explorer

o |8 & || RS |E
W Company Code joRK State of Arkansas

= {3 Depreciation Areas Asset 200000187 ] Exercize Equipment, Deluxe Recumbent Bike

o1 Modifed Accrual De

20 Full #Accrual  Depr
E £ Fiscalwear Ezaa?m

Flanned values k Fosted wvalues k Comparisons k FParameters

rERERIGEEEE
Planned values Modifed Accrual Depreciation Area GASB34 AASIS

Fiscalwear start| Change| Year-end|Croy

APC transactions 2026.38 202638 |USD

Acguisition value 2026.38 202638 |USD

JIle ]l I [« 1I} Nordinary deprec. 2,026.35 2,026.38- | USD
Obijects related to asset Unplanned dep. UsD
= [_1 Vendar Wyrite-up usD
i Aot IT=T=Y

8 Dadal Susmnt of Alidabame

The posted values for the asset under modified accrual depreciation are
displayed. Click Full Accrual in the depreciation areas box to continue.

Asset  Edit Goto

@ 10 68 SHE DRoAD BE @

Asset Explorer
8B & & | E

-_—
Ascet ARK-200000187/0000 Company Code ARE State of Arkansas
= {3 Depreciation Areas Poset 2000008187 2] Exercise Equipment, Deluxe Recumbent Bike

[He1 Modifed Accrual De

20 Full Accrual Depr
E " Fiscalyear Ezmmﬁm

Flanned values Posted values k Comparisons k FParameters

S EEERIE]
Posted dep. values Modifed Accrual Depreciation Area GASB34 A

Fiscalyearstan| Change| Posted values| Crey

APC transactions|  [Fiscal year start] 026.38 2,026.38 |USD

Acguisition value 2,026.38 2,026.328 |USD

||‘ el | LA Fordinary depree. UsD
Ohjects related to asset Unplanned dep UsD
= [_] vendor | |irite-up usD

2l Pedal Bweat of Oklahol AR

< [ Cost Center NEIERERIEEEE DRI E.

Parks & Touism Fund AR

@ B Purchase ordar Depreciation posted/planned
4% DBf29i2006 45 Per Status |z Ord. dep.|z Upind dep. |z Reserves|z Interest z Reval dep. | Croy
< 0B/28/2006 45 a] A |Planned 000 0.00 [iXiT] 0.00 0.00 |USD
S 06/29/2006 45 100 & [Planned 0.00 0.00 0.00 0.00 0.00 [UsD
¥ (3 GIL Account 1] & [Planned 0.00 0.00 0.00 0.00 0.00|USD
& Equipment (Modified) AR 12| & |Planned| 2,026 3% 0.00 0.00 0.00 0.00 |USD
- 2,026.38 - 0.00 - 000 - 0.00 - 0.00 USD
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The posted values for the asset under full accrual depreciation are displayed.
Note the differences in full vs. modified accrual (8.44 vs. 2026.38).

Click Planned values on the display screen to view planned depreciation.

Edit Goto

BlaH | @a@ DHE aTan DE Om

Asset Explorer
8|8 & £ =B

e
Asset ARK-200000187/0000 Company Code ARK State of Arkansas
= 3 Depreciation Areas Asset 200000187 [t} Exercise Equipment, Deluxe Recumbent Bike

[H @ Modifed Accrual De
20 Full Accrual Depr
= | Fiscatyear |4 |2005] b

Planned values Posted values h Comparisons h Parameters

EEEEE
Posted dep. values Full Accrual Depreciation (Cost)
Fizcal year start| Change|Posted values Croy
APC transactions 2,026.38 2,026.38 |USD
Acguisition value 2,026.38 2026.38 |USD
[l | L1 ]} Wordinary deprec UsD
Ohjects related to asset Unplanned dep. Jsb [<]
< |1 Vendor Wirite-up UsD =
23 Pedal Swaat of Oklahol AR acsinabennt see
< [ Cost Center AR Y = e EEE T
Parks & Tauismn Fund AR o
< B Pichazs Order Depreciation posted/planned
A 0B/29/2006 45 Per Status |z Ord. dep.|z Upind dep. |z Reseres| £ Interest| Reval.dep. | Croy
&Y, 06/29/2006 45 8 & |Planned onon il onn|  oon 000 |UsD
S DB(28/2008 44 10| & [Planned 0.00 0.00 0.00 0.00 0.00 [USD
% 3 GIL Account 1] & [Planned 000 0.00 000 000 0.00 [USD
& Equipment (Modified) AR 12 & |Planned 544 0.00 oon|  ooo 0.00 |USD o
. BALa 000 = 0.00 «  0.00 0.00 USD
[*]
[«[¥] BR[|

| b [ETR (1) (514) bl | sapeqs [INS 7

Click the comparisons tab to view a net book value calculation.

Edit Gota em Help

Bl H OIS HE 8 0o EE @

Asset Explorer

a8 & & B
—_—

Asset ARK-200000187/0000 Company Gode | JARK State of Arkansas

{3 bepreciation Areas Asset 2000008187 2] Exercise Equipment, Deluxe Recumbent Bike

EH 01 Modifed Accrual D

[He2o Full Accrual  Dep Fiscal year E‘Qmﬁm To Egmﬁm

Plannedvalues | Postedvalues

Comparisons k Parametets

CFEIETRIEEREREN

Full Accrual Depreciation (Cost):2006 -2016
Fiscal year|z APC fransactions| Acquisition value |z Ordinarny deprec. | het book value | Crey
| K] [ ] <3006 USD
Ohjects related to asset 2006 2,026.38 2,026.38 EXTS 2,017.84 |USD
< 1 vendor 2007 2,026.38 20264 1,815.30 |[USD
(9 Pedal Sweat of Oklaho| AR 2008 2,026.38 20264 1,612.66 |USD
= [ Cost Center 2009 2,026.38 20264 1,410.02 [USD
@ Parks & Touism Fund AR 200 2,026.38 20264 1,207.38 [USD
= [ Purchase Ordar 2011 2,026 38 20264 1,004 74 [USD
4 06/20/2008 45 2012 2,026.38 0764 802.10 [USD
S 06/29/2008 45 2013 3,026.38 202.64- 598,46 |USD
4% 06/29/2008 45 2014 2,026.38 20263 396.83 |USD
& 3 6L Account 2015 302638 20264 18418 |USD
& Equipment (Modified) AR 2016 2,026 38 19418 UsD
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Click modified accrual on the depreciation areas box to view the net book value
calculation for modified accrual depreciation.

Edit Goto Systern Help

@ B dH e CHE DOo0 BER @

Asset Explorer

G| B & & B
858t ARIC200000187/0000 || CompanyCade  ARK State of Arkansas

Rk=] Depreciation Areas Asset 200860187 1] Exercise Equipment, Deluxe Recumbent Bike

(L2 01 Modifed Accrual Di

(520 Full fccrual Depr Fiscal year EQBDEE\ To \Ilgma\z\

¥ .
Flanned values k Fosted values Comparisons k Farameters

FEERIEEEERENTE

Modifed Accrual Depreciation Area GASB34 AASIS:2006 -2016
Fiscal year|z APC transactions | Acquisition value|z Ordinary deprec. | Met hook value | Crey
JLDl | I[[¥] 2006 2,026 38 202638 2026 35 USD
Ohjects related to asset 2007 2,026.38 UsD
= [ vendor 2008 2,026.38 USD
5 Pedal Sweat of Oklahol AR 2009 2,026.38 UED
< [ Cost Center 2010 2,026.38 UsD
B Parks & Tauism Fund AR 2011 2,026.38 USD
= [Z1 Purchase Order 2012 2,026.38 UsD
42> 0B/29/2006 45 2013 2,026.38 UsD
4 0Bi29/2008 45 2014 2,026.38 UsD
43 06/29/2008 45 2015 202638 UsD
& {3 GIL Account 2016 202638 UsD
& Equipment (Modified) AR . 2.026.38 - 2,026.38- UsD

Double-click the vendor from the Objects related to asset box.
AASIS displays the master data for the vendor.

@& Display Vendor: Address

vaam
tardae! 160800265
Ll D prevew |
| Mama
| Tme (-]
Nami Fodal Sewat of Odahoma
| Bearchferms 5
| Suarch berm 112 VEND
| Street address
| BvvetHouse humber 58 Frewwheel Ave.
District TuLaA
| Postal endarciy T TULSA
| County Us  wsa Regidn 0% Okdahoma

Jurigdict code AT14IETRE

| PO b adires
PO Bon.
| Postal codo

| company potai enda

| Comamealon

| Language English ] Gihar commnication
| Telaphans BIT-58T-8041 Gangion 567

| Mol Fhann

ey
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You can also select cost center or GL account to view master data.
Double-click the purchase order to continue.

Ohjects related to asset
= [ vendor

k= Pedal Sweat of Oklahoma
= [ CostCenter

Bl Parks & Touism Fund
2 [ Purchase Order

‘\} 0B29r2006

‘\_} 0B29r2006

% QE29r2006
= {3 GIL Account

& Equipment (Madified)

AASIS displays the purchase order with the purchase order history tab selected.

rder  Edit Goto  Enwi

ajaBea@ CHE SOLD RE @

wstermn Help

Standard PO 4500000834 Created by Colleen Vollman

DOCUITIENT Overview on | Q% L‘H| @& Print preview | Messages Personal setting

m Standard PO El 4500000834 Yendor 100000256 Pedal Sweat of Oklah... Doc. date 06 /29 /2006
Header
E =S [item A || [Material Shart text PO gquantity 0. |C|Deliv. date  |Met price Curr... |Per 0. \Matl group  |Plnt StclE
10 A 10100279 EXERCISE BIKE 1EA [D[O8/03/2006 1,860.00U50 [ EA |SPORTSIAT.[Reference Plant E
[+
[+
(DT L]
& 1 e Y
ltern [10]10100279 , EXERCISE BIKE al |alv
Material data k Quantitieshweights k Delivery schedule k Delivery k Imvoice k Conditions k Account assignment k Purchase order history “. EEE
ElREEERIE EREEE ERE IR
Text™ | MvT |Material Do...| tem Fosting Date |z Quantity| Delivery cost quantity| OUn| 2 Amtin loc.cur|L.eur |2 Gty inorder pr.un. DelCastQty (OPUny | Or.. |
GR 101 5000000781 1|06/2952006 1 0 (EA 1,999.50 |USD 1 0 |EA
Tr./ev. Goods receipt " 1 EA = 1,999.50 USD « 1 EA
IRL] [285 | 1[o6iz6r2008 1] 0EA | 203638 [USD | 1 0[EA |
Tr./ev. Invoice receipt " 1 EA = 2,026.38 USD = EA
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How to Run a Report in the Background
If your security role allows it you can run a report in the background. This can
save time because you can continue to work in AASIS while the report is running
in the background. You can shut your computer down and the report will

continue to run. When you run a report in the background the resulting display
will not have drill-down capability.

Make your selections in the report selection screen.
Click Program from the blue menu bar.

Program  Edit Goto  Systern Help

pfdBIeE@@ BEE D00 EE @
Goods Receipts that have not been invoiced,
@

Selection Criteria to be used for processing.
Purch. Organization Qg0 to =
Purchasing Docurment to E
Material ta E
Cost Center to ?
Asset to
Sub-number to =7
Order to ?
WBS Element ta B
Fund to ?
Funds Center to ?
Commitment itern to E
GIL Account Ma. to E
Req. Tracking KMumber to E
Requisitioner to E
Posting Date A7 /0142005 ] BE;’BBQDBEl@ =

Select Execute in Background.

Program Edit  Goto

& Execute Fa o
| Execute and Print Ctrl+P
G _ rot
Execute in Backaround Fa
@ Eut Shift+F 3

Selection Criteria to be used for processing.
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The Background Print Parameters box will pop up. Click your mouse in the
Output Device box, type YPCC and press the Enter key.

YPCC your Windows c
Ws2\HPS100_105E

MNumberofcopies 1

@ Print all
() Print from page

V| Properties % H

Click the Properties button. The Spool Request Attributes box will pop up.
Double-click Time of printing under the General attributes folder.

Parameter name Parameter value
=7 ‘4 General attributes
Text Only Mo
Mo Frame Characters Mo
Print out immediately
Format X_65_132
Spool request length of 2/ No
[ [ Spool request
[» [0 Cover sheets

] — o [R1 Y

Other Attributes "Time of printing”
Time of Print Print immediately

[]5how Selected Print Parameters on Initial Screen
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Change time of print to Send to SAP Spooler Only for now.

Spool Request Atfributes

i Overview |
Parameter name Farameter value
7 {3 General attributes '
Text Only i []
Mo Frame Characters Mo
Time of printing Print out immediate
Format ¥_B5_ 132

Spool request length of 2/ Mo
> 1 Spool request
[0 Cover sheets

(DI ] 0]

i Other Attributes “Time of printing”™
i Time of Print Print immediately e

, Send to SAP Spooler Only for now
Frint immediately

Under Output Options, be sure that “Yes” is selected in the Delete immediately
after printing field.

Spool Reguest Attributes

Ovenview |

Parameter name Parameter value

[ [ Cover sheets B
< {doutput Options T
iDelete immediately after printing;
[~]

Retention period 8 Days

Mew spool request | Yes

Do not Append Print J Mo

Print Priarity Priarity: Medium
Storage Mode Print

! [« ][+ ]
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Double-click the Spool request folder to open it and select the Name field.
Change the name of the report so that you'll be able to recognize it from a list of
reports.

Overview |
FParameter name Parameter value
=2 [[] General aftributes m
Text Only Mo
Mo Frame Characters Mo
Time of printing Send to SAP Spooler Only for now
Format X_65_132 B

Spool request length of 2 Mo
<7 -4 Spool request

MName RFKKVZO0_TRA <]
[0l (<1
Other Attributes "Name™
Mame PO W/OpenInv

[[]Show Selected Print Parameters on Initial Screen

"  Setings | ¥

Select the title field and give the report a distinguishing title.

Overview |
Parameter name Parameter value
Text Only Mo
Mo Frame Characters Mo
Time of printing Send to SAP Spooler Only for now
Format X_65_132

Spool request length of 2 No
= =3 Spoal request

0] I o |

Name PO WIOPENINY
Title
|| [ KD
Other Attributes "Title™
Title Open Invoices on BIBUIUBl

[]8how Selected Print Parameters on Initial Screen

¥  Settings | ¥
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Click the box for “Show Selected Parameters on Initial Screen and click the
green check.

[v] Show Selected Print Parameters on Initial Screen

V| setings | %

AASIS returns to the Background Print Parameters box. Click the green check.

YPCC your Windows c
Ws2\HPE100_103E

Open Invoices at 630006

V Properties | % [
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The Start time box will pop up. Click the Immediate button.

rT———

After job At operation mode

v oneex @ %

Immediate start will appear in the Date/Time box. Click the save button.

T

[¥] Immediate start

After job At operation mode

L |
|¢ Check || FPeriod values || Restrictions |®
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AASIS returns you to the selection screen for your report, with the message:
“Background job was scheduled...”

Program  Edit G

n  Help
2 AHI @@ IDEE Dhaan B
Goods Receipts that have not been invoiced.
&

Selection Criteria to be used for processing
Purch. Organization 0618 o ?
Purchasing Document to ?
Matsrial to (=]
Cost Center o B
Asset to E
Sub-number to E
Order to B
WBS Elsment o =
Fund o B
Funds Center to (=
Cornmitment item to =
GIL Account Mo, o B
Req. Tracking Number to ?
Requisitioner to ?
Fosting Date o7/81/2005 to EﬁiBD/ZDDE@ =

|® Background job was scheduled far program ZMMIMRO004_PO_WITH_OPEMN_INY

To view the report, click System from the blue menu bar. Choose “Own Spool
Requests” from the drop down.

Note: If you do not see your job in the “Own Spool Requests” select “Own Jobs”
to view the status of the job.

Edit

Frodratm Goto System

Help

& Create Session HE O9OOE
N End Session N
Goods Receipts { biced.
User Profile 3
@ Services 4
Liilities *
Selection Criteria to he use )
List 4
L Services for Ohject
Purch. Organization ) to
Purchasing Document My Qbjects ’ to
Material Crwet Spool Reguests to
Cost Center CWIELLS to
Ascet Short Message to
Sub-nurmber Status... to

Order Log off to
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Select the report that you want to view by clicking the check box in front of it.

Click the display button (eyeglasses).

Spool Reguest  Edit Goto  Ltilities S Help

Bl H @ SHE SDLo0 BE @M
Output Controller: List of Spool Requests
N2 TE|ewd|d [P NFaEFERTES

Spool no. [Type|Date Time |Status|Pages|Title
v 3528([F |eF/11/2006|10:20 4 |LIST15 YPCC ZMMIMROGBCSY
] 3527 ([& |@F/11/2006|10:17 4 |LIST15 YPGC ZMMIMROGBCSY
] 31833| (5 (0817 2005|1520 1 |LIST15 YPGC RAJAWEDO_CSY
] 318325 |p8MMF/2005|15:19 1 |LIST15 YPGC RAJABSOO_CSY

4 Spool reguests displayed

4 Spool requests without output reguest

The report will be displayed.

You will only be able to see 10 pages of the report at a time.

Click the print button to print the report if desired.

Since this is a display of a printed report, you will not be able to drill down.
To delete the report, click the delete button (trash can).

Spool Request  Edit Goto  Utilitie

(] ] <1|e® CDHE D00 EE @m g

Graphical display of spool request 3528 in system ETR
O o | | | ‘ Settings... Graphical  dy Raw  de Hex | Ex]
071142006 Goods Receipts that have not heen invoiced.

I[4]»]

Furchase Orders with Open Invaoices

FPurch Doc | Item |Mat Doc Item Whr|Post DL Quantity (Doc. Amount|BA Cost Ctr|Order|FA hsset| Sub-Asset| Fund Funds Ctr|Commitment
4500000458 | 00016 5000000480 | 0001 A7 /2742005 10,000 500.00 (06168[383210 .. ADMM HSCE1E1| 272 502:00:02
4500000461 | A16| 5000000481 | 0001 08/08/2005 50. 000 450.00 (0610(383560 .. ADMM FFEOEEO| 6102 502:00:02
4500000464 | BAETEB| 5000000500 | QOE1 09/68/2005 1.080 85 .00 |O618) 383210 .. ADMKH HSCE101| 272 BOZ:B0:02
4500000465| 00816 5000000501 | 0001 09/08/2005 1.000 95.00 [0610[383210 .. ADMM HSCE1E1| 272 502:00:02
4500000466| 00A16| 5000000502 | 0001 09/08/2005 125,000 £25.00 [06108[383210 .. ADMM HSCE1E1] 272 502:00:02

You'll get a message that the spool request was deleted.

F@ Selected spool requests deleted
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Setting Report Layouts

The layout is the way the report is displayed. This includes displayed and hidden

columns, filters, and subtotals.

You can set a layout the way you want it in a report, then save it to display the
report that way every time.

List Edit Goto Extras Help

Bld H @@ DEE D
Display Actual Cost Line Items for Projects
& Docurnent | G Master Record 3| | (& B | & || H<

Enwironment  System

Settings

1 To change the
layout, click here.

Doc . date<object-cost element-~value
Ozark Fitness Construction
E099999999 Eng & Architect Fees. ..
06-30-2005

Layout 15AFP

Object PREJ C.0900.0ZRKE
Cost Element S060002000 To
Po=ting Date 06-01-2005 To

Doc. Date |OTy |Ohject “ICostElem. *|z Walug COCuUrt| COCr |E Value TranCurr | TCurr
OBS24720... ). 4060002000 2,300.00 (USD 2,300.00 (USD
OBf24/20048 WM. 4060009098 2,300.00-(USD 2,300.00-(USD
0624520058 |\ 4080003000 10,500.00 (LSD 10,500.00 |USD
OBR24r2008 |\ 4099989993 10,500.00-|LsD 10,500.00-|USD
C.0800.0ZARK e . 0.00 USD - 0.00 UsD
12 n 0.00 USD == 0.00 UsD
Columns k Sort Order k Filter k Wiewy k Display |
Displayed Hidden
columns JMEIEZESE W) B e columns
Columns Column set
olumn Mame Column Mame /
Document Diate Document Mumber
Chjecttype Posting raw

Object
Cost Element

Walue COCurr

CO area currency
Value TranCurr
Transaction Currency

Time created
Fram Period
To Period

Posting Date

Reference procedure
@ Fiscal Year
ersion

Business Transaction

L[| O |[+][]

|

Show/Hide
buttons
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The layout box will pop up. This box contains several tabs. The column tab is
selected. The left side shows the headers of the displayed columns and the right
side shows the headers of the hidden columns. Use the buttons in the center to
move columns from hidden to displayed or from displayed to hidden.

Click the display search icon to locate a column to be hidden.

Change layout
SearCh IL Columns || SortOrder | Filter | View | Display |

] [~[~[2]¥] N

Columns Column set

Colurmn Name Colurin Mame

Document Date Document Murmber [<]

Ohject type Posting row [+]

Object Reference procedure

CostElement Fiscal Year

Walue COCurr Wersion

CO area currency Business Transaction

alue TranCurr Time created

Transaction Currency From Period
To Period =]
Fosting Date B

I =)

Search Term: transac?|

Enter part of the name, using

asterisks as wild cards. Click
"] Display Mumber of Hits Enter.

Search Dirct: Fraom Startof Ta
["1Find anly entire ward or entire value

Uik

Change layout
Columns | SortOrder | Filter | view | Display |

(W] [a]v]2]¥] |6 [Ben 3]

Columns Column set

Column Mame = Column Mame
The header Document Date Document Mumber E|
|S found and Ohject type Posting row (=]

. . Ohjact Refarence procedure

h|ghl|ghted Cost Element % {

Walue COCurr

GO area currency i

Walue TranCurr

ransaction Currency

Click the hide button to hide

the column in the layout.
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Change layout

Columns | SortOrder | Fitter | view | Display |

Time created
From Period

B[] v|2]|F] ElETE
Columns Column set
Colurnn Narne Column Narme
Daocument Date Docurment Murmber [=]
Ohiject type Posting row [+]
Ohject Reference procedure
CostElement @ Fiscal Year
Walue COCurr Transaction Currency
CO area currency Wersion
Value TranCurr Business Transaction
[]
=

To Period

- To search for a
[ column to add, click
ﬁ‘ the other search icon.

Enter the search term,
again using asterisks
as wild cards, and
click enter.

Change layout

Columns k Sort Order k Filter k Wi k Display |

Search Term: Aux*
From Start of Tahle Downwards =]

["]Find anly entire word or entire value

[ Display Mumber of Hits

v R

(B[] v]2]¥]

EIEE

Columns Column set
Caolumn Mame Column Mame
Document Date Ledger []
(Ohbject type Business Area E|
Ohject Company Code
Cost Element @ Functional Area
Walue COCur Row i ap. warsion
GO area currency 0 object name
“alue TranCurr Ohject type
WBS Element
[2]
[~]

Froject Definition
Auke acct assignment_1

i

— | Click the display

layout.

button to add this
column to the

The auxiliary account
assignment will display
any other cost object on
the transactions
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The added column goes to the end of the list. This means that it will be the last
column in the display. You can change the order of the columns displayed by
clicking on the column and clicking the up and down arrows

Change layout

Columns | SortOrder | Filter | view| Click here to

@[]~ [2][F] change order.

Columns M

Column Mame Column Mame

Document Date Ledger [=]

Ohjecttype Business Area E|

Ohject Campany Code

CosgtElement @ Functional Area

WYalue COCurr Row in op. version

GO area currency GO obhject name

Yalue TranCurr Ohject type

Aux acct assignment_1 ‘WHS Element
Froject Definition |Z|
Cost element name [=]

This button moves the selected row(s) up one position.

This button moves the selected row(s) down one position.

Bl & B

This button moves the selected row(s) to the beginning of the display.

L1 This button moves the selected row(s) to the end of the display.

Add or delete a total by selecting or deselecting the aggregation check boxes.

Change layout

Columns k Sort Order k Filter k Wigwr k Display |

gg regation
Columns

Eal &

— T

Column Mame

&

Column Name

Document Date

Ohjecttype

Ohject

Cost Element

Value COCurr

CO area currency
Value TranCurr
Transaction Currency

.

Document Mumber

Posting row
Reference procedure
Fiscal Year

Wersion

Business Transaction
Time created

From Period

To Period

Posting Date

0| | [<1[]
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The sort order tab allows the addition of subtotals. Select the column to be
sorted or subtotaled from the list on the right and move it to the left. Select the

checkbox or radio button to sort or subtotal the column.

Change layout

Columns ' GortOrder | Filter | View | Display |

[ [~][~[2]3] Subtotal

Sort FISubtotaIs

\ = '@/%‘7 Calumnn Name

CostElement

[ C Docurrent Nurmber
o|0

Daocument Date

Posting row
E Object type
Reference procedure

alug COCurT

CO area currency
‘alug TranCurr
Transaction Currency
Fiscal Tear

(<[] T (<] ]

To filter the report, choose the filter tab and move the item to be filtered to the

filter criteria box using the left arrow.

Change layout

Columns h Sortorder  Filter h Wigwy h Display |

(@] [~[~[2]F] (6] [Fa 1|
Filter criteria Column set
Caolumn Mame ‘ Column Marme

Document Murmber
Document Date

Posting row
@ Ohjecttype
Ohject

Reference procedure
Cost Element

Walue COCurt

C0O area currency
Walue TranCurr

1] ao]

Change layout

Columns h Sort Order  Filter k View h Display \

(] [~[~[2]¥] NI
Filter criteria Column set
Column Name | Column Name
Cost Element | Document Date

Objecttype

Document Number
@ Object
Posting row

Reference procedure
Value COCurr

Fiscal Year

CO area currency
Transaction Currency

[«][»] T [[4][»]

| With the item selected,
— | click the green check.
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Enter a value or a range. Only those values entered will be displayed in the
filtered report.

5e6e002000]3) to

véoR O x

When you click the green check or enter to accept this value, the filtered report
will display.

Gl 8]dH ©@e LHE Dho0 HE @

Display Actual Cost Line Items for Projects

_| Click here to go back to
2 the layout.

Do-mment||6%¢ MaslerRecord|| |

Doc. Date  |OTy |Object CostElem. |z Value COCurr|COCr |z Value TranCurr|Aux. acct assignment_1
06/24/20__ [ W... | C 0000 0ZARK 5060002000 2,300.00 (USD 230000 |CTR 445011
C.0800.0ZARK o . 2,300.00 USD = 2,300.00
n . 2,300.00 USD == 2,300.00
Filter
[a]~]2[3] 6] [P @ Click here to

Filter criteria Column set delete the filter.

Column Name Column Mame

Cost Element Document Date

Objecttype
Document Mumber
E Object
Posting row
Reference procedure
alue COCurr
Fiscal Year

CO area currency
Transaction Currency

[0 T [[«]D]

v %
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Selecting Excel on the view tab will allow you
to view the report as an Excel spreadsheet if
your Excel security enables macros.

Columns | SotOrder | Fiter * View | Display |

(_i Crystal Reports
(' Lotus

¥ R

The display tab allows you to change the way the report is displayed. You can
select a checkbox to change the display.

Change layout

Columns | SortOrder | Filter | View ' Display

EDWithout harizantal gridlines
[ without vertical gridlines
[]without column headings

[]without cell merging during sorts

["] Optimize Columns

[]with striped patt.

[ Display totals lines above the entries

[ Printout with Date, Title, and Page Mumber

Click the green check
to view your new

— =
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List Edit Go Seftings Extras Environment

& Zld Heae OHE o BE @ m

Display Actual Cost Line Items for Projects
@Documem &y Master Record @|§|Tﬁ'|é ?|@ﬁtﬂ|g %| T@@|ﬂ%|@
\ X

Layout 1SAF .date<object-co=t element-walue
Object FRJ C.0900.0ZEK Fitness Constructicon

Cost Element EO0e0002000 To 5099999999 rchitect Fees. . .

Po=ting Date 06-01-2005 To 06302005

Click the Save Layout

Doc. Date | OTy|Object “|CostElem. “|z icon to save the layOUt- FlAux. acct assignment_1
06/24420 ... [ W... 5060002000 CTR 445011
06/24/2005 |W... 5060009099 2,300.00-|UsD 2,300.00-
06/24/2005 |W... 5090003000 10,500.00 (USD 10,500.00 |[CTR 445011
06/24/2005 |W... 5099999999 10,500.00-|USD 10,500.00-

C.0900.0ZARK oy . 0.00 USD = 0.00
I, am 0.00 USD == 0.00

Name the layout . and give it a description. You must only create user-specific
variants/layouts. Be sure user-specific box is selected.

Save as... k Save with |

Y

Layout Layout description Default setting
JSWR GRANT |Sorted by cost center
[TOTBYNAME |Subtotal Expenditure by Mame
MBS-GARRY |Subtotal WBS. Vendor
MBS1-GARRY (Subtotal WBS. Vendor
MBS2-GARRY (Subtotal WBS. Vendor

1SAP Doc.date/object/cost elementivalue
28AP Doc /projectWBS elementicost elem [=]
2040 ProioctAi0e nar 1 E
g [ <[]
Save layout my Tayout
MName: Projectline itern by cost element

[v¥] User-specific [] Default setting
¥ R

Caution: Please be sure default setting box is not checked unless user-
specific box is also checked.

‘@ Layout saved

AASIS will return a message that the layout . was saved.
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Setting Report Selection Variants

When you select a report, you may put in the business area, cost center, or other
information to narrow down the selection. You can save this information in a
variant to avoid having to enter it every time you run the report. When you get
ready to run the report, you can select your variant and the information will be
entered for you.

Enter the information that you would normally use to select the report.

This example uses the complex dynamic selection needed to display purchasing
documents that do not have deletion indicator, delivery completed, or final
invoice set. Note the 3 active dynamic selections. A selection has also been
made for purchasing organization.

Instead of executing the report as you normally would, click the save button in
the selection screen.

Program  Edit Goto  Systerm  Help

& BB @a@ SHEE D008 HE @0

Purchasing Documents per Document Number
& [ )3 3 active || Choose...

Dynarnic selections
I [ Purchasing Document Header Purchasing Document item
b (3 Purchasing Document ltem Deletion indicator L
Delivery Completed B«
Final invoice B x @
Purchasing document o E
Purchasing organization 0610 o
Scope of list BEST
Calartinn nararmaotare tn ’E‘
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Name the variant and give it a description.

Click the checkboxes for the items that you want to save.

Click the save button again.

Enviranment

term  Help
B dE e SRE DDon FHEl
ABAP: Save as Variant

Selection variahles | @7 Screen assignment & Loy

Yariant name y wariant
Meaning dynamic selections for po
Created for selection screens 1008

Only for background processing
Protect variant

Only display in catalog

System variant (automatic transport)

ooo

Field attributes
Reguired field
Switch GPA off
Save Tield without value
Selection wariable
Hide field ‘BIS®

Hide field

Protect f1’e1d—‘ ‘
Field name Type P I N L P L DO
Document date s goOoood O
Intern. article no. (EAN/UPCY S [ [ [ [ [ |
Vendor's material number s QdOQOQgdangd O
Vendor sub-range s goood O
Fromotion 3 OoogdQ ]
Season s goood O
Season year g OOO0ggnO O
Short text N R |
Yendar name P OO (R |

Dyhamic selections

Deletion ind. 5 ]
Deliv. Completed g |
Final invoice 5 O
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AASIS returns you to the selection screen with the message:

“Variant saved”.

Purchasing Documents per Document Number

I> [ Purchasing Document Header
> Purchasing Document ltem

o|o]

E
B

| elelo]olo

To retrieve the variant, call up the selection screen and click the get variant
button.

| 310 ©@@ DHE o
Purchasing Documents per Document Number
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Type in the name of the variant, or search for variants created by you.

Click the execute button.

Criginal language

Variant my wariant E
Erwironment E
Created by CSYOLLMAN E
Changed by =

=

The information that you saved as a variant is entered.

g  =laB/e@@ DHE SO0L0 AR
Purchasing Documents per Document Number

|]‘ 3 active || Choose... |

[

Note that the information that you saved is now grayed out and can’t be changed
while this variant is selected.

gl 2 aldiBieee DHE DO PR @
Purchasing Documents per Document Number

|]‘ 3 active || Choose... |

Dynamic selections

3 Furchasing Docurment Header Furchasing Dacument fterm

= =3 Purchasing Docurnent ltern Deletion indicator =L E
Purchasing Document Delivery Completed & E
ltem Final irvoice = X E

Deletion indicatar
RFQ status

Lastchanged on
Short text
Material
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TranSaCtioN ASD3 . ... 75
= TaEsr= o o) A T = T 4
Transaction FOH T ...... e e 46
Transaction FOHN .....oeee e e e et e e e e e e e e e e 46
Transaction MBBS ... e 61
Transaction ME23N .. ... e e e e e e e e e 51
TranSacCtioN ME2L ... ... 58
Transaction MEZ2N ........ooui e e 62, 64
Transaction S_KI4 380000036 .........ccoeemmmuumieieeeeeeeeeeieee e e e e e e e eeeeeans 38
Transaction S P99 41000099 ......cccoiiiiiiiiieee e 20
Transaction Y_DEV_80000025 ........oouiiiiiiiiie e e e 43
Transaction Y_DEV_80000046 ..........cooeeeiiiiiiieee e 30, 37
TranSaCtioN ZOMT ... e e e e s 36
Transaction ZFI_PARKHELD _RPT ... 17
Transaction ZOPENITEMAP ... 26
TranSACtION ZOSWV ... e e e e et e e e e e e e e e e 41
Transaction ZPO_OPEN _INV ...ttt 69
Transaction ZVENDBANK ...t e e e e 23
Transaction ZVENDTAXID ... e s 24
Transaction ZWARR DETAIL ......oiiiie e 9, 46

112



